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Abstract
Title: Everyday Basic Skills

Director: Carol Mo !etc

Address: TIU Adult Education and Job Training Center
lusLaelgariognAyguai
Lewistown. PA 17044 Phone No.: 1717\ 248-494a

Federal Funding: $12.170
Duration of Project:

From: 7/1/91 To: 6/30/92 Number of Months: La

Objectives:
- To research commercially produced materials and previous 310/353's and

evaluate their effectiveness.
- To develop life skill exercises that emphasize basic skills and produce a

comprehensive curriculum for literacy and ABE level participants.
- To utilize the curriculum with approximately 21 students.
- To disseminate the product.

Description:
This project's goal was to develop and utilize a curriculum of basic skills as

applied to life coping areas. The need for this pros :am is extensive. Many of our
students cannot proceed with training in academic areas of basic skills or for their GED
or other goals because they lack self management skills in their everyday lives. By
addressing these needs we open the door to further advancement for our students. We are
empowering our students to meet challenges and overcome many of the barriers they face
everyday.

Target Audience:
The target group are students of the literacy or ABE level who lack basic survival

skills. The curriculum will be transferable to be used across the state by others who
serve similar clientele. Within the project year, approximately 27 students made use
of the curriculum.

Product:
A curriculum and a final report.

Method of Evaluation:
Successful evaluation is based on:
- Production of the comprehensive curriculum
- Using the curriculum with 27 ABE students (21 planned) and

documenting the results of this usage
- Disseminating the product

8
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Everyday Basic Skills
Introduction

"Everyday Basic Skills" addressed priority F11 - development

of curriculum for counseling/life coping needs. Our goal in this

project was to develop a comprehensive life skills curriculum for

literacy and ABE level individuals with an emphasis on the basic

skills needed to meet everyday survival issues.

The need for this curriculum to be established and

implemented in our area was, unfortunately, very obvious. We have

many students in our programs who are distracted from academic

work and hindered in their academic achievement by a lack of the

most basic skills: survival life skills. By addressing these needs in

our participants, we are opening the door to progress in more

advanced basic skills which allow our students to reach the more

extended goals of attaining a GED diploma, employment, or further

training. Also, while the content area of the life skills curriculum

is survival issues, the skills needed to achieve in the life skills

areas are the same skills needed in the academic areas. That is,

while our students work on nutrition, housing, or parenting issues

they develop their basic reading and math skills as they apply to

these areas.

Other 310/353 projects have addressed some life skills

issues. Bob Zellers did a project on home safety and first aid. The

Lutheran Settlement House did a personal care area as part of a

science curriculum. And the Philadelphia School District did a

project ('88 - '89 - 98 - 9021) "Coping and Learning" that was

specifically for single parent youth. To begin our project we

Everyday Basic Skills Final Report 4



instead of the planned seven months. We enrolled and worked with

students beginning in July even though no formal curriculum was in

place. We felt strongly that needy students should not be put off and

found we could provide services while the project was developing.

The project director was Carol Molek. Ms. Molek directs

programs at the TIU Adult Education and Job Training Center. Ms.

Molek has over eight years experience coordinating adult programs

for the Intermediate Unit and developing curriculum. Ms. Molek

directed the project, supervised the other personnel involved, was

responsible for maintaining the planned time frame, recruited

program participants and reported to and communicated with the

Department.

Curriculum developer for the project was Dr. Barbara A.

Woodruff. Dr. Woodruff has 15 years experience in adult education

and curriculum development. Instructor for life skills was Penny

Willard. Ms. Willard has been training adult basic education students

and SPOC clients in life skills for four years.

The audience benefiting most from this project are adult basic

education students needing life skill training. This lack of

necessary survival skills creates a barrier for students' academic

progress.

The audience for this report are ABE administrators and

instructors who feel their program needs more intensified life skill

training.

Permanent copies of this report can be obtained from:

Everyday Basic Skills Final Report 6



and

Bureau of Adult Basic and Literacy Education Programs
Pennsylvania Department of Education
333 Market Street
Harrisburg, PA 17126-0333

AdvancE
Pennsylvania Department of Education
333 Market Street
Harrisburg, PA 17126-0333

"Everyday Basic Skills" was administered by the Tuscarora

Intermediate Unit No. 11. The TIU is a local education agency which

provides educational and management services to 9 school districts

and 3 area vocational technical schools in Fulton, Huntingdon,

Juniata, and Mifflin Counties.

The Intermediate Unit operates or oversees all Adult Center

programs at the TIU Adult Education and Job Training Center. Center

programs have included 306/321 ABE and GED programs; ACT 143

Program; the GED Alumni Association; various JTPA Programs; Carl

Perkins project for single parents and displaced homemakers and

thirty 310/353 special projects.

"Everyday Basic Skills" was based at the TIU Adult Education

and Job Training Center at the Juniata-Mifflin Area Vocational

Technical School in Lewistown, Mifflin County. The Adult Center is

the home of a wide variety of adult education programs meeting the

needs of adults in Juniata and Mifflin counties. February '92 marked

the Adult Center's 8th year of successful operation.

Everyday Basic Skills Final Report 7
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Statement of Problem

"Everyday Basic Skills" represents the natural evolution of our

adult basic education programming. We have found through our years

of service that our instructional base has expanded greatly. Eight

years ago we began with a small part time GED level program. The

longer we operated the more we found that our students had many

more needs outside of the strictly academic areas. Within our adult

basic education level curriculum, we found that more and more of

our students lacked self management skills needed for their

academic progress. Our experience this year in developing and

implementing "Everyday Basic Skills" has convinced us that this area

of training will be a permanent part of our program offering.

- 12
Everyday Basic Skills Final Report S
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Goals and Objectives

The goal of "Everyday Basic Skills" was to develop curriculum

and deliver training in life skills areas in order to allow students to

grow personally and academically.

Objectives for the project were:
1) - To research commercially produced life skills materials

and previous 310/353's and evaluate their effectiveness.

2) To develop life skills exercises and materials emphasizing

basic skills to meet the life coping needs we have identified and to

produce a comprehensive curriculum for literacy and ABE level

participants incorporating the two objectives above.

3) To utilize the curriculum with approximately 21 students

during the project year (15 in our Center and 6 in an outside agency).

4) To disseminate the above curriculum statewide.

ilk
Everyday Basic Skills Final Report 9



Procedures

The general design of "Everyday Basic Skills" was in four

stages.

(a) The first stage was for project personnel to examine

and evaluate a wide range of commercially produced life skill texts

and materials. Also 310/353 projects that address some aspect of

life skill training were examined. A bibliography was developed to

be incorporated into the curriculum.

(b) Our staff then designed the framework of our

curriculum and exercises and activities within that structure. The

curriculum was developed including our own exercises and

activities.

(c) We used the above curriculum with approximately 21

participants who are functioning at the high literacy or ABE level.

These students were recruited from our ABE programs or were

referrals from other service providers and social service agencies.

As was anticipated, most of the participants were women between

the ages of 25 and 45 with children. In addition to the training at

our center we had planned to use the curriculum with at least 6

participants from an outside agency. Instead of delivering this

training ourselves, we were requested to share the developed

curriculum with another agency for their staff's use. Both Skills,

Inc. (sheltered workshop) and Head Start have received and utilized

this curriculum with their clients.

We are very fortunate in our community that agencies work

cooperatively in order to help meet our mutual clients' needs. For a

variety of reasons we are finding more and more of our clients with

Everyday Basic Skills Final Report 10
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110
serious deficiencies in basic life skills. Since we have had long

waiting lists for any life skills training offered in the past, we

knew recruitment would be no problem. This is why we chose to

serve as many students in-house as possible; the need is great. The

goal for the students involved was to have them improve their life

skills and their basic skills as they apply to survival skills and in so

doing prepare them for future training (ABE, GED, employment, or

other).

(d) The last stage of the project was to disseminate the

above curriculum and the results of its useage as documented in this

final report to other practitioners in the state. This dissemination

will be done through the T.I.U., AdvancE and Pennsylvania Department

of Education.

Content of the curriculum areas addressed follows as an

attachment. In each area basic skills needed to achieve competency

were stressed. For example, in home management, we teach how to

read instructions on materials to be used in the home, how to read

advertising critically to see the real picture, how to use math in

comparison shopping. Because we have seen the lack of basic

everyday math skills as a major problem area for our participants,

this area was treated separately as well as being integrated

throughout the curriculum.

Methods in the project included researching other work done in

this area and commercially produced materials; developing

activities and exercises that come under the framework of the

project. Methods of instruction involved individual and small group

15
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work with the 21 participants who initially made use of this

curriculum.

16
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Results

Objective # 1

To research commercially produced life skills

materials and previous 310/353's and evaluate their

effectiveness.
Objective # 1 was met. Commercial materials were reviewed.

Those most appropriate were included as resources for the

curriculum.

Objective # 2
To develop life skills exercises and materials

emphasizing basic skills to meet the life coping needs we

have identified and to produce a comprehensive curriculum,

for literacy and ABE level participants incorporating the

two objectives above.
Objective # 2 was met. Life skills exercises and materials

were developed. A structured curriculum was formed stressing

basic life skills as they relate to personal and workplace skills. The

format within each life skill module -vas:

Skill - Assessment Materials Teaching Strategy and Techniques

The curriculum was divided into the following modules:

Basic Skills

Everyday Math

Everyday English

Social Skills

Reasoning Skills

Employability Skills

Life Skills

Everyday Basic Skills Final Report 13
17



Objective # 3
To utilize the curriculum with approximately 21

students during the project year (15 in our Center and 6 in

an outside agency).

Objective # 3 was somewhat redesigned The total planned

number of participants (21) was exceeded (27). Over 600

instructional hours were delivered. However, because of the great

demand for services within our program site, all these students

were served in-house. The plan to work with 6 clients of another

agency was abandoned because 1) the other agencies (Head Start and

Skills, Inc.) wanted to utilize the curriculum on their own by their

own staff and 2) we maintained a waiting list in-house throughout

the year.

Objective # 4
To disseminate the above curriculum statewide.
Objective # 4 is being met currently by disseminating the

report and curriculum through the Tuscarora Intermediate Unit,

Pennsylvania Department of Education and AdvancE.

18
Everyday Basic Skills Final Report 14



Evaluation

We feel that "Everyday Basic Skills" met and exceeded all its

goals. This successful evaluation is based on:

The production of a comprehensive curriculum including

exercises and activities and bibliography developed by project

personnel.

Utilization of the above curriculum with 27 literacy or ABE

level participants (21 planned).

Dissemination of final report and product.

19 Everyday Basic Skills Final Report 15



and

Dissemination

This project will be available for dissemination through:

Bureau of Adult Basic & Literacy Education Programs
Pennsylvania Department of Education
333 Market Street
Harrisburg, PA 17126-0333

AdvancE
Pennsylvania Department of Education
333 Market Street
Harrisburg, FA 17126-0333

Specific questions should be directed to:

Carol Molek
Adult Education and Job Training Center
1020 Belle Vernon Avenue
Lewistown, PA 17044
(717) 248-4942

, 20 Everyday Basic Skills Final Report 16



Conclusions/Recommendations
"Everyday Basic Skills" was an extremely useful project for

our Center's current participants, for our future programming, and

for other practitioners statewide. The curriculum offers both

structure and flexibility. The modules allow instructors to

prescribe individualized areas of concentration as well as classroom

instruction. We're excited to have this new tool to add to our

resources in our programs.

We recommend expansion of "Everyday Basic Skills" in the

future. Specifically, we would like to see computer assisted

instruction added to this curriculum. Basic computer skills and

familiarity are essential for today's ABE students. The computer is

an influence in so many facets of today's life, from the watches our

1110
students wear to the cars they drive and the appliances they us ;-)

their homes.

Students needing life skill instruction often suffer from low

self esteem and feel out of the mainstream of contemporary

education. By offering life skill instruction supported by computer

useage, we will be further enhancing our students' self worth and

empowerment. In addition, we would recommend several additional

modules for the curriculum that this project could not include: non-

traditional occupations, legal and civic issues, and technical work-

world math.

Our very positive experience with "Everyday Basic Skills" this

year has made us more aware of our student's needs and how we can

best meet those needs in an effective, productive manner.

Everyday Basic Skills Final Report 17
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Introduction to Everyday Basic Skills Modules:

A. Introduction to Everyday Basic Skills
An explanation of the Everyday Basic Skills for instructors and
administrators begins this unit which also includes an
itemized list of books and manuals suggested for use in the
rest of the project.

B The Everyday Basic Skills Modules.
A brief overview of the Everyday Basic Skills Modules giving the salient
points of each module.

C Bibliography of Books

1
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A. Introduction

Welcome to the Everyday Basic Skills Project

Everyday Basic Skills is a basic educational training package for life skills
instruction of Adult Basic Education students.

Everyday Basic Skills consists of seven (7) complete and free standing modules that
permit flexibility of delivery by classroom, small group instruction, and independent
instruction. The program is tailored to individual class needs and can be implemented using
instructor lesson plans which incorporate recommended educational texts and activities in a
step-by-step organization featuring an easy to read format. Reading levels are maintained at
4th to 8th grade levels which permits faster absorption of information. The format consists of
the skill being taught; assessment of skill development; materials recommended; teaching
strategy and techniques. The open format lends itself to incorporation of existing materials
currently available, as well as a gradual acquisition of suggested materials (as funding
permits), as a complement to the activities and worksheets provided in each module.

The curriculum matrix guide can be used as a "roadmap" for the instructor to help the
student develop an individualized program of instruction. The instructor can easily merge
information presented in class with a variety of resources at a level appropriate for the
student. Some students, especially some learning disabled adults need to work alone, or in a
atmosphere that reduces the sense of failure they may have acquired in previous unsuccessful
learning experiences. For these students, the flexibility of the instruction materials allows
remediation of selected weak areas prior to inclusion in regular classroom activities.
Additionally, the instructor can narrow the wide range of skills and abilities found in the
average adult classroom, by selective use of materials and handouts .



The program covers a wide range of individuals having varying levels of education, training
and life skill knowledge. Everyday Basic Skills modules permit changing reading levels in
the program by changing the books and manuals. The current reading level centers between
4th and 8th grade level, the same level as a newspaper. All books, worksheets and manuals
are adult-oriented, featuring subject material geared towards career, family and household
interests. It is expected that due to the varying skills and abilities of the Basic Skills
participants, not all the modules may be used. Selection of appropriate modules as well as
individual skills contained within the modules are therefore to be left to the individual
instructor.

The recommended procedure for Everyday Basic Skills participants is as follows:

Assessment/intake is done for the student and a determination made of the required
skills such as life skills, math, English, etc. Testing of the student is recommended.

A determination of the student's job interests can be done at intake or this can be
completed at a later time.

Assessment of student educational needs and the available programs at the site
should determine the assignment of the student to a particular instructor/class.

The amount of time a student spends working on the modules is decided by the
instructor, based on student needs. The instructor can help transition a student into
programs by providing classroom and small group instruction until an impending
program is available, or until the student makes sufficient progress to ensure his/her
successful entry into advanced level programs.

The lesson plans should be used as a basis for the individual classes. Instructors can
determine the amount of time each individual student needs to spend on each of the
skills based upon his/her accomplishment of the skills as determined by the
assessment given in the lesson plans.



B. The Everyday Basic Skills Modules.

1. Everyday Basic Skills
Introduces student to learning how to learn. Six units are included

. in this module essential to student understanding.
This unit builds the foundation for the student to learn his/her
learning style.

2. Everyday Math
Brushup of basic math skills and introduction to the use of calculators
are the units contained in this module. Number skills unit includes
addition, subtraction,multiplication, division of whole numbers, fractions
and percentages.

3. Everyday English
Basic skills of vocabulary, speaking, listening and reading can be made
occupation specific by the selection of manuals. Additional materials
from handouts are also included in this module. Communication skills
in this module assist in preparation of applications and techniques for job
interviews.

4. Social Skills
Three types of social skills commonly encountered in the work environment
are the framework of this module. Units are: initiating social skills which
includes making telephone calls, asking for information and situations
requiring the student to begin the interaction; personal social skills which
includes cooperating with others, dependability, telling the truth,
courteousness, responsibility and maintaining grooming; responding
social skills which includes following instructions, responding to peer
pressure and responding to others. Interviewing skills are included.
Hygiene and clothing selection which can be extremely sensitive areas are
handled in a discrete manner that permits the student to learn with no
loss of self esteem. This is a major advantage for older students who have led
restricted lives and are not comfortable discussing certain subjects in public.



5. Reasoning Skills,
This module emphasizes making estimates of time and money, classifying
people, objects, information and locating and using information
sources. These areas are essential for the future employee to use in deciding
which task to do first, or how to determine how long a particular task may
take to complete. Planning work goals and projects focuses on using the
skills of time and money estimates and classification of people, objects and
information to develop useable workplace reasoning skills. Problem
diagnosis and troubleshooting teaches the student to think through how
equipment operates by observation and reading operator's handbooks to
determine how to correct simple problems such as a photocopier in need of
paper or use of telephone equipment.

6. Employability Skills
There are two units in this module: Job Search issues and job retention
issues. The first unit focuses on how to find job leads, preparation of resumes,
filling out job applications and conducting oneself during an interview.
Job retention deals with keeping a job by learning to function successfully
in the job environment. Learning the various types of bosses, ie. autocratic,
democratic, etc., and how to deal with problem co-workers can make the
difference between job satisfaction and dissatisfaction. Students can
develop a resume and cover letter. Other handouts help improve
self management skills, help students in goal setting and develop
good assertive skills.

7. Life Skills/Parenting
There are three units in this module. The first, personal development, deals
with issues related to the individual (for example, appearance, self esteem,
life goals, health and individual value systems). The second unit covers
home life issues including budgeting, grocery shopping, living in an
apartment, comparison shopping skills and parenting. Using handouts
and classroom interaction the student develops a greater coping ability with
home life situations. The third unit concentrates on the world away from
individual and homelife, the world of work. Included in this unit is material
on how to manage your own company. Some individuals may have a desire
to start a business of his/her own. This unit helps the student to develop a
business plan suitable to begin a business. Balancing self, hoin and work
can be a difficult problem and emphasis is given to this area.
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Logan, Iowa 51546 800-831-4190



Employability Skills - Module Six

Books

The Work Book: Getting The Job You Really Want [01988]
Jist Works Inc.
720 Park Avenue
Indianapolis IN 46202 317-637-6643

The Work Book: Getting the Job Your Want [01987]

How To Get A Job And Keep It [01990]
Steck-Vaughn Company
P.O. Box 26015
Austin, Texas 78755

Me and My Future #EDI-370[©1988]
Attitudes On The Job #EDI-364 [01980]
Job Search Education #EDI-326 [C) 1988]

Educational Design Inc.
47 West 13 Street
New York, N.Y. 10011

Leaving A Job [©1989]
Careers
1211 10th St. SW. Box 135
Largo, Florida 34649-0135

800-221-9372

813-584-7333

Lifeskills: Developing Consumer Competence [01986]
Work-Wise: Tactics For Job Success [©1991]
Ready To Work: Winning At The Job Game [©1991]' [reading level 4-6]
You're Hired! Book One: Charting Your Career Path [01992] [reading level 3-4]
You're Hired! Book Two: Getting the Right Job [01992]

Wendy Harris
Contemporary Books
180 North Michigan Avenue
Chicago, Illinois 60601 800-621-1918

Surviving On The Job [01983]
Bennett & McKnight Publishing Co. [Transferred to Glencoe Publishing Div. of Macmillian Inc.]
Glencoe Publishing Company
17337 Venture Boulevard
Encino, California 91316

Take This Job And Love It! [©1982]
The Perfection Form Company
Logan, Iowa 51546 800-831-4190



Occu-Facts 1989-1990 Edition {©19891
Careers Inc.
P.O. Box 135
Largo, Florida 34649-0135 800-922-7337

The Enhanced Guide For Occupational Exploration [©1991}
JIST Works, Inc.
720 North Park Avenue
Indianapolis, Indiana 46202-3431 317-264-3720

FAX 317-264-3709
Video

Your Appearance II
Educational Associates Inc.
8 Crab Orchard Road P.O. Box Y
Frankfort, Kentucky 40602

Clothing: An Intelligent Buyer's Guide
Color In Clothing

Learning Seed
330 Telser Road
Lake Zurick, Illinois 60047

800-633-6625

800-634-4941



Life Skills - Parenting Module Seven

Books

Assertive Discipline For Parents [01988]
Harper & Row Publishers
10 East 53rd Street
New York, New York 10022 800-982-4377

You Can Give First Aid [©1989]
Learning Games For Infants And Toddlers [01977]

New Readers Press
Publishing Division of Laubach Literacy International
Box 131
Syracuse, New York 13210 800-448-8878

Lifeskills: Developing Consumer Competence [©1986]
Work-Wise: Tactics For Job Success [01991]
Ready To Work: Winning At The Job Game [©1991] [reading level 4-6]

Wendy Harris
Contemporary Books
180 North Michigan Avenue
Chicago, Illinois 60601 800-621-1918

Teens Parenting: Your Pregnancy & Newborn Journey [©1991]
Teens Parenting: Discipline From Birth To Three [01991]
Do I Have A Daddy? [©1991

Morning Glory Press
6595 San Haroldo Way
Buena Park, California 90620-3748 714-828-1998

Surviving On The Job [01983]
Bennett & McKnight Publishing Co. [Transferred to Glencoe Publishing Div. of Macmillian Inc.]
Glencoe Publishing Company
17337 Venture Boulevard
Encino, California 91316

Life Skills: Me And My Future EDI 370 [©1988]
You And The Law EDI-372 [01986)

Educational Design Inc.
47 West 13th Street
New York, New York 10011 800-221-9372

Who Do You Think You Are? [01989]
Thomas More Association
205 W. Monroe Street
Chicago, Illinois 60606

Understanding Aids [01988]
Media Materials, Inc.
2936 Remington Avenue
Baltimore, Maryland 21211 800-638-1010

Single Mother's Resource Handbook [01982]



WEEA Publishing Center
Education Development Center, Inc.
55 Chapel Street
Newton, Massachusetts 02160 800-225-3088

Early Childhood Systematic Training For Effective Parenting [STEP] [©1989]
Instructional Materials Division, American Guidance Service
Publishers' Building
Circle Pines, Minnesota 55014-1796 800-328-2560

Videos

Clothing: An Intelligent Buyer's Guide
Color In Clothing

Learning Seed
330 Telser Road
Lake Zurick, Illinois 60047

Is There Life After Housework?
Cambridge Home Economics
P.O. Box 213 Dept 11E8
Charleston, West Virginia 25328

Why Work?
Park Avenue Productions
720 North Park Avenue
Indianapolis, Indiana 46202-3431
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800-634-4941

800-221-9372
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#1.

Types of Goals

Long range goals are goals that cover the next 1-5 years. They are concerned with the overall
life you wish to live; including the type of job you want, whether or not you wish to be married;
and the general situation in which you wish to live. The "Perfect Day" is an example of a long
range goal 5 years from now.

Medium range goals cover the next 6 months to one year. They cover the particular kind of
training or education that you are seekingor the next step in your career. Taking the 5 year
goal of one "Perfect Day," you can decide what needs to be done each year to accomplish the 5
year goal.

List the things in each area separately:
work responsibilities;
where you want to live;
what you will be doing;

Complete the work responsibilities section first, then at some later time you can complete the
other sections.

Short range goals are the goals for the next 1-6 months. These are very specific. These goals
should include a specific time frame for completion. For example: I want to work on computers
(in 5 years.) I need to take courses on how to operate the computer (1-2 years.) I need to take a
course to learn to type so I can work on the computer courses. A typing course might take 10
weeks. This is almost 3 months, so you will need to take a typing course in the next 6 months. A
short range goal is to take a 10 week coarse in typing.

Mini-goals are those from now to one month. What do I need to do to reach myshort term goal.
List the action you can take now and within the month to get you on your way.

Example: Short term goal is to learn to type.

Mini-goal is where can I go to learn to type?
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#2.
Action Step in Goal Setting

Breaking down goals into action steps is necessary in order to achieve goals by specific dates.
Select one specific area of long term goals and answer the following questions:

1. What is the long term goal? (5 years.)
Example: Work on computers.

2. What is the medium goal? (1 year.)
Example: Learn computer software programs.

3. What is the short term goal? (1 to 6 months.)
Example: Learn to type.

4. What is the mini-goal? (from now to one month.)
Example: To find a place that teaches typing and to enroll in the course.

Questions to be answered in setting up action steps:

1. What do I want to do?

2. How long will I need to do this?

3. Where will I need to do this?

4. What are the steps I will need to follow?
(These are actually mini-goals.)

5. Are there any problems I might have in doing this?

6. How will I overcome these problems?

7. What time schedule should I set to achieve my mini-goal? Be very specific.
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#3.
Action Steps in Goal Setting

This exercise helps you to break down the achievement of your goals into specific steps. Use
the following format. In relation to your three life goals, consider what would be the action
steps required in order to achieve those goals.

1. Goal:

I believe the following action steps will help me reach that goal:
a.
b.
c.

2. Goal:

I believe the following action steps will help me reach that goal:
a.
b.
c.

3. Goal:

I believe the following action steps will help me reach that goal:
a.
b.
c.
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#4
The Rock Race

Goals, like heavy rocks, take a lot of energy to move from one place to the next. The Rock Race
helps you to look at how those rocks (goals) can be achieved. Follow the directions to complete
this exercise.

Directions: The Rock Race suggests that you appoint one rock for each goal that you want to
achieve. Place them on the starting line. ( See chart below).

To move that rock closer to the finish line, you must carry it there by first stating and acting on
an objective that will, when you complete it, bring you closer to your chosen goal.

There may be one or two objectives that will bring you to the realization of your goal, or there
may be many objectives. In the case of stating a goal that has many objectives, it is useful to
break down that goal into several small goals. You may use another piece of paper to break
down the goal into several smaller goals.

Write the objectives into statements that are realistic and able to be achieved. For example: a
goal statement of becoming a secretary. This goal would have several parts: you would need to
be able to type and perhaps to use a computer. You might also need specialized training; for
example, if you were to become a medical secretary. This is an example of a realistic and
achievable goal. Stating the time frame during which you plan to achieve this goal is also
suggested. The more specific your objectives (and goals) are, the better you will feel about
them. You won't be overwhelmed and become discouraged because your objectives and goals
seem too large to be completed.

Make a chart, like the one below, of your goals. As you achieve the objectives that reach
towards the final goal, cross them out and move that rock closer to the finish line. Remember
to reward yourself in some positive way for every achievement.

When you complete one goal, you can than put another one in its place.

THE ROCK RACE
1i JSH LINE-(GOAL, ACHIEVED)

5.
OBJECTIVES

4.

3.

2.

1.

GOALS (ROCKS) °
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#4A

Obituary Exercise

This exercise asks that you think through your goals and then look at what your life would be
like if those goals had been reached.

Do the following steps:

1. Assume that you will realize all the goals you had when you first decided to
take this 'ass.

2. 'assume that you will live to be 100 years old.

3. Write your obituary. Be sure to include cause of death, life's accomplishments
and persons wh survive you.

4. Share your ,pry with your group or class as your instructor directs.

Use the botton. page to write your obituary.
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# 5 .
From General to Specific

Directions for instructor: Give each participant 9 sheets of paper. On the top of each paper list
the following titles. Allow 45-60 minutes for completion of each page. Have them share the
results in groups of three or four persons.

1. Lifetime goals as you see them today.

2. How would you like to spend the next 5 years?

3. If I know I have only 6 months to live, what would my goal be?

4. A narrow list of goals to about 9 goals or less which are important to me at this time.

5. Determine 3 long-term goals out of the 9 or less already selected.

6. Define activities towards reaching the goals.

7. Cross off any activity you will not spend at least 5 minutes on during the next week.

8. Participants should now have a list of goals on which they are willing to spend time during
the next seven (7) days.

9. Finally, use a weekly planner to assign a date, time and prioritize the list of goals in the way
they need to be achieved.
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#5 A.
Plan of Action

Learning to be very specific about what steps to take in accomplishing your goals is important.
In order to help you to focus on the action steps to take, answer the following questions.

1. What occupation would you like to work towards at this time?

2. In order to accomplish this goal, what changes would you have to make at home?

3. What changes would you have to make on your job ?(if you have a job now.)

4. Can you do this on your own or do you need help? Specify what type of help you would need.
(Example: money, additional education.)

5. Where can you get this help? If you do not know where to get the help, where would you look?

6. Consider these changes that you would have to make as immediate goals. What is your most
important immediate goal?

7. Are there any hindrances to prevent you from beginning to make these changes? If so, what
are they?

8. What can you do to overcome these hindrances?

9. What action do you plan to take? When do you plan to start?
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#6.
Who Am I?

Directions: Below you will find a series of statements which complete the sentence, "I am a
person who. . . " Read each statement and decide how much it describes you. In making your
decision, compare yourself with the majority of people your own age. Just write a number from
0 to 10 to describe how much the statement describes you. A "0" would mean that the statement
does not describe you at all. A "10" would meant that the statement describes you perfectly.

Example: I am a person who . . . 3 really likes to cook.

This would describe someone who has little interest in cooking.

Be honest in your answers. This is not a test.

I am a person who . . .

1. gets tired at what I am doing.

2. is, usually, satisfied with myself.

3. is as good looking as most people.

_4. doesn't talk much in social situations because people might laugh at me.

5. can learn things about as quickly as others can.

6. has a number of good abilities.

7. at times, I think I am no good at all.

8. has a lot of things I would change about my looks.

9. is fun to be with.

10. has difficulty paying attention in classes.

11. is able to do things as well as most other people.

12. can be depended upon.

13. who is not too tall or too short.

14. tends to be what other people expect me to be rather than who I really am.

15. can usually remember things I hear in class.

16. has good ideas about some things.

17. has a pretty mixed up life.

18. worries a lot about my health.

19. is as popular as most other people.

p
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11111

Handout #6 page 2.

20. gets upset when teachers ask me questions in class.

21. can't solve puzzles or story problems easily.

22. is not usually bothered by things.

23. is not too thin or too fat.

24. other people pick on a lot.

25. usually gets upset when I have to take a test.

26. has trouble thinking good things about myself.

27. has a pretty low opinion of myself.

28. is too small and not very well built.

29. feels that I make friends easily.

30. usually gets my work done on time.
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Scoring
There are five scales on this questionnaire. To obtain your scores add the numbers you gave
each positive and negative item in each scale.

Positive Self -Concept Scale Negative Score

Ques. 2,12,22 P In General, I am a person 7,17,27 N P-N =

Ques. 6,11,16 P Thinking Abilities 1,21,26 N P-N=____

Ques.3,13,23 P Physical Appearance 8,18,28 N P-N.___

Ques.9,19,29 P Social Relationship 4,14,24 N P-N=_____

Ques.5,15,30 P Class & Studying 10,20,25 N P-N=_____

Add the columns to obtain a total self concept score Total=

Our self concept is the way we feel about ourselves. The total score shows your thoughts and
feelings about yourself. The higher your score, the higher your opinion of yourself in that area.
The highest possible score on any of the columns is 30. The highest possible total score is 150, A
low overall score might be 60 or below. A low score on any one of the columns might be 10 or
below.

Thinking positive (good thoughts) or negative (unhappy thoughts) about different areas is to be
expected. Not everyone feels the same about everything. Self concepts are important to
understand because they may be the reason why we do many of the things we do and make the
choices we do. A person who has a low self concept in physical appearance probably would not
enter beauty contests. However, these scores are only to be used as guides to understanding
ourselves. Just because a score may be low is not a reason to be upset with yourself. How you
were feeling today when you scored how you think and feel about yourself has a impact on how
high you may have placed the score. Tomorrow you might feel differently.

Self concept is not the same as abilities. You may be able to do something quite well, but at the
same time have a very low opinion ofyourself in that area. For example, you may play a
musical instrument very well, but you are not happy to play in public. It depends upon what
experiences you may have had when you did play music in public.

Read back over the questionnaire items to find the areas you might want to change. Ask your
friends who know you very well if they would agree with the way you seeyourself. Sometimes
other people see us differently. If your scores are very low, talk to the instructor for additional
information on how to improve your scores.

*Developed from 1981 Educational Media Corp. Box 21311, Minneapolis MN 55421.
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#7.
Problem Solving Style

Directions: The purpose of this questionnaire is to give you an opportunity to determine your
problem solving style. For each of the following situations, choose the statement which most
closely fits the manner in which you would act. There are no right or wrong answers.
Sometimes all three answers would describe your behavior.

1. When faced with finding a solution to a challenging task.. .
A. I have extreme difficulty being satisfied with my solutions.
B. I feel compelled to try a number of different solutions before deciding on one answer.
C. I seek a solution and usually find one as quickly as possible.

2. When faced with a complicated problem.. .
A. I seek a large number of possible solutions.
B. I examine a number of solutions, but then settle on the one or two best solutions.
C. I usually find one solution quickly and stick with it.

3. When faced with a problem.. .
A. I let my mind wonder about all the possible ways of solving the problem.
B. I look many ways, examine all I know to solve the problem and decide.
C. I attempt to solve the problem quickly by applying my knowledge to the problem.

4. If "something" is running smoothly.. .
A. I am likely to tinker with its operation.
B. I am likely to continuously look for ways in which it might be improved.
C. I am likely to leave it alone.

5. When faced with a real crisis..
A. I usually find that I can separate myself and not get too involved in it.
B. I usually feel torn between being detached from the situation and being involved in it.
C. I usually involve myself in the situation until it is solved.

6. When someone presents me with a personal concern.. .
A. I usually keep my distance and let the person solve the problem.
B. I usually keep from getting emotionally involved, yet I want to share my opinion.
C. I usually feel compelled to tell the person how to resolve the problem.

7. In solving problems.. .
A. I usually wonder if I can arrive at a satisfactory solution.
B. I usually wonder if I can solve the problem then know that I can solve the pr Dblem.
C. I usually know that no problem is too large for me to find some solution.

8. In new learning situations.. .
A. I am usually very relaxed.
B. I am relaxed but attentive to what is happening.
C. I am very attentive to the point of sometimes being upset.

9. When I am working with other people to solve a problem. ..
A. I share my ideas but willingly go along with the others.
B. I share my ideas, listen to other people's ideas, and insist that all ideas are

considered.
C. I usually believe that my ideas are better.
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Soaring

To find your score, count the number of A's circled and multiply by one. Count the number of
B's circled and multiply by two. Count the number of C's and multiply by three. Add the three
scores to find your problem solving score.

Number of A's = times 1 =
Number of B's = times 2 =
Number of C's= times 3 =
Total = Problem Solving Score

Locate your problem solving score on the scale below by circling the number which is the same
as your total score.

Open Approach 9 10 11 12 13 14 15
Reflective Approach 16 17 18 19 20 21
Focused Approach 22 23 24 25 26 27

People attempt to solve problems in many different ways. Those people who use an open
approach attempt to see all possible solutions. People who seek answers as quicirly as possible
are using a focused approach. The reflective approach is the examination and evaluation of a
number of possible solutions and alternatives. Most of the time, the situation will decide which
approach is best to use. For example, if your house is on fire, you. would not sit down to study
which would be the best approach to put out the fire, you would use an fast solution --call the fire
department. However, if you were deciding upon where to live, or what job you might want, a
reflective problem solving style is recommended.

*Developed from 1981 Educational Media Corp. Box 21311, Minneapolis MN 55421
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#8
C.R.E.A.T.E

Creativity Remains Exciting and Teaches Effectively.

Directions: The purpose of this exercise is to help you to create study aids. As you go through
this exercise, you will use words to develop memory aids. You should try to write as many
sentencP- as you can using the letters of each of the given words.

Examples: FOIL - free ail Is Likely; runny Qid Isabel Laughed.
Day - David Always Yells; Daffodils Are Yellow.

Try to find words for each of the letters in the following words:

1. SAD

2. LIP

3. TEN

4. CANE

5. MIST

6. TAPE

7. FIRST

8. GROWTH

9. DOG

10. CAT

10' CVI: CgucGI VII .Lu2K2'
6. Doo: Dint) ou otornxr
8' GISOILLH: OwiriSc2f1112 Darn. M.Pcu HubbCu
1- HIM; EOM rucfmrraT2 TosTIX 2rug ioEcrucl.

Q' VLC biGttx ExeMlia

2' 1N12.I.: 1,6101.G Iz 2OLUGQL1162 itoupp

cyzE : cul.02 VIC MOC Euongp

T ,LE14: xcicArelou Enca wSpr
rtb: rr1.s Iz bmcion2

I. 2VD: 2(Ggic2 V DcIlcIon
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How Do You Learn?

Directions: The purpose of this inventory is to help you assess your learning style. There are
no right or wrong answers. For each question, put the number that best describes your answer
on the line in front of the number.
(1) = Almost never. (2) = Rarely: (3) Sometimes. (4) Frequently. (5) Almost Always.

1. I like using my hands when learning about something.
2. I like seeing how a task is done before I try it.
3. I would rather learn about the news listening to the radio than reading about it.
4. I listen to the tone of the speaker's voice for the meaning.
5. When someone is talking, I get a lot out of how that person uses gestures.

6. When people introduce themselves, I try to visualize their names.
7. I would rather participate in an activity than watch others do it.
8. I tune a radio more by sound than by the numbers on the dial.
9. When someone gives me a complicated problem, I prefer to see it on paper rather than

hear about it.
10. I prefer classes in which I am actively doing something.

11. For me, doing is learning.
12. For me seeing is believing.
13. I choose my clothes by the way they feel on me.
14. I visualize events, places, and people.
15. I depend upon the radio for keeping up with what is happening in my community.

16. I like to explore objects by feeling their texture, shape, etc.
17. I would rather watch an athletic event than participate in it.
18. I learn best when I can discuss my ideas with others.
19. I learn best from teachers who have distinctive voices, speaking and lecturing styles.
20. I can tell more about persons from hearing their voices than from seeing them.

21. I like reading books that have pictures better than books with no pictures.
22. I enjoy classes in which teachers ise many visual aids.
23. I would rather listen to cassette tapes than read.
24. I like classes that have planned activities and experiments.
25. I am interested in sounds.

26. Listening to music is one of my favorite things to do.
27. The things I remember hest are things in which I have participated.
28. In trying to remember where I left something, I visualize where I placed it.
29. Learning only has meaning for me if I get a chance to try it.
30. When learning, I like to sit back, listen and absorb what is being said.

j4
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SCORING

Each of us has different ways of learning. Some people like to learn by watch others and seeing
how a task is donelVisual] Other people prefer to listen and then talk about the task. [Auditory]
Still other people prefer to learn by trying to do things by themselves.[Kinesthetic] You can
learn more about your learning style by transferring the numbers to the chart below and then
totalling the columns.

Visual Auditory Kinesthetic
2___ 3____ 1- - --
5_____ 4______ 7_
6____ 8______ 10
9_____ 1-5. 11____
12 19 13

14 20_ 16

17 23_ 18_
21_____ 25

_
24_

22 26
_

27

28_ 30 29

TOT 14_1,

Look at the totals in the three columns above. The highest number shows your learning style. If

two numbers are close together, that means you have two styles of learning and then have a
multi-sensory learning style. With a multi-sensory learning style, you can learn using
visual or auditory methods. This can be useful when you have to study; you can use your
learning style to help you study. For example: if you know that you have an auditory learning
style and a visual learning style, you can study by reading the material into a tape recorder
and listening to the tape. This method will use both of your learning styles.

Discuss with the class other ways of taking advantage of your learning style.
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#10
How Do You Study?

Directions: This questionnaire will help you learn how you study. This is not a test. There are

no right or wrong answers. Read each question carefully and put the number on the line in

front of the question number that best describes your answer.
(1) = Almost never. (2) = Rarely. (3) = Sometimes. (4). Frequently. (5) Almost Always.

1. I study on a regular basis.
2. I take good notes in class and while studying.
3. I am careful on tests.
4. I think about other things when I am studying.
5. I am a fast reader.

6. I complete my written assignments on time.
7. I keep up on my reading assignments.
8. I am satisfied with the amount of time I spend studying.
9. I review my notes after a class.
10. I go into tests well prepared.

11. Every little noise bothers me when I'm studying.
12. I understand what I read.
13. I keep up to date with my assignments in class.
14. I go to classes well prepared, having done the assignments needed.
15. I set time goals to complete certain assignments within a certain time when I study.

16. I take notes without any difficulty.
17. I try to determine which questions might be asked on a test when I study for the test.

18. I daydream in class.
19. I use the books and other items in the library to help me when I study.
20. I study even when I don't have a specific assignment.

21. I make outlines of what I need to do before I begin a project.
22. I make good use of my study time.
23. I can easily keep up with class discussions.
24. When I have to write an essay, I mentally outline what I want to say before I write it.

25. I have a problem keeping my attention on studying.

26. I remember most of what I read.
27. I plan my study time.
28. I study regularly rather than just before exams.
29. I use some of my free time to review lessons or to read ahead in classes.

30. I frequently go over my class notes.

31. I test myself on class material to make sure I know it.
32. I feel that my study time does not accomplish anything.
33. I like to read and find it exciting.
34. I have a certain way I like to review my class notes.
35. I stay with my studying until I understand the lesson.
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SCORING

There are seven different characteristics of studying: Time Usage; Note Taking; Test
Preparation; Reading; Organization; Persistence; and Concentration. If you have a high
score [between 5 and 251 on the first 6 characteristics, this indicates strength in these areas. On
the seventh characteristic, Concentration, a low score [below 101 indicates strength. Transfer
the numbers to the chart below and total the columns to get your score.

Time
Usage

Note
Taking

Test
Taking Reading

Organ-
ization

Persist-
ence

1 2_ 3 5.____ 6__ 7
8 9__ 10 12 13_ 14
15 16 17 19 21 20
22 23__ 24 26 27___ 28_
29 30__ 31 33 34 35

Totals

Scores in the above characteristics ranging from 5-25 show s strength in that area.

Concentration
4 Scores in this category should be low.
11 A score below 10 shows strength in
18 this area. The higher the score, the
25 less strong you are in this area.
32

Understanding where your strengths and weaknesses are in studying will help you to make
changes where needed. If you are unsure of how to change some of your weaknesses, talk it
over with your instructor.

*Developed from 1981 Educational Media Corp. Minneapolis, MN 55421
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#11 Humorous Step By Step Description of My Morning.

I awoke this morning to the smell of burning coffee. Leaping to my feet, I ran down the

hall to the kitchen where I found the automatic coffee maker merrily bubbling hot coffee all

over the counter. Before I went to bed last night, I had placed the coffee pot in position to catch the

freshly brewed coffee as it poured out . However, sometime during the night, the coffee pot had

leaped into the air and landed on the floor leaving the freshly brewed coffee no place to go but on

the counter and onto the floor in search of the coffee pot. Since I knew that coffee pots do not fly, I

immediately suspected a conspiracy by my cat to drive me crazy . And, as I looked down, there

was my cat, quietly watching the coffee drip onto the floor. From the look of happiness on his

whiskered face, I knew who had assisted the coffee pot in its leap onto the floor. I turned and

reached for the cabinet where I kept the dish towels, all the while thinking of revenge on the cat.

Suddenly, I heard a yelp, a thud, and a loud MEOW. Turning back around, I saw that the cat

had received his just punishment. The cat had tried to jump up upon the counter in order to get

away from the spreading brown liquid that was rapidly filling the floor of the kitchen. His

paws slipped in the liquid and his claws were useless to dig into the shiny countertop. For a

brief moment, the cat hung suspended in air over the growing puddle of coffee. Then, with paws

wildly swinging in all directions, the cat began his descent into the large puddle of the dark

murky liquid. Splash! went the cat into the coffee. "MEOW!" he said as he peeled himself off

the kitchen floor and went off to repair his wet fur. Serves him right, I thought . I got out the mop

and began wiping up my pre-breakfast surprize.
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How Do I Think?

Directions: The purpose of these questions is to give you an opportunity to learn about how you
think. For each of the statements, decide whether the statement is like you or unlike you. Place
an X on the line that best describes you. There are no "right" or "wrong" answers. For best
results, be honest in answering the questions.

Like Me Unlike Me
1. When facing a new situation, I usually go
back to what I know.

2. I like to do new and unusual things.

3. I like things neat and orderly.

4. I like to travel and especially see new places.

5. I would not like to take a course in which half
of the students fail.

6. I like to act on impulse, quickly and without
thought.

7. When I solve problems, I arrive at immediate
solutions.

8. I like to daydream about how my future will be.

9. If something works, I don't touch it.

10. I usually think of a number of solutions to a
problem.

11. I like problems that only have one answer.

12. I like to daydream about things.

13. I would like a job in which I would deal with
very specific things.

14. I can lose myself in a novel if it is good.

15. I like to deal with issues that are very clear,
either right or wrong.

16. I often think of things like a child would.

17. I set my goals and then work towards
completing them.

18. I often think about being somewhere in
another place and time.
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Scoring

Count the number of X's in the "Like Me" column for odd-numbered questions.
[Questions:1,3,5,9,11,13,15,17] . Place answer on this line. ANSWER:
This is your drawing together score.

Count the number of X's in the "Unlike Me" column for even-numbered questions.
[Questions: 2,4,6,8,10,12,14,16,18]. Place answer on this line. ANSWER:
This is your drawing apart score.

Plot your score on the matrix below. Locate the "Draw Together" section. This section runs
from left to right. Find the number you put in the first answer line and circle the number. Then
look, at the "Draw Apart" section. This section runs from bottom to top. Find the number that is
the same as your answer to the second answer line.

Imagining

Draw
Near

Oppose
Change

9

7

6

I

9

1

Draw Apart

Creating

Concern for needs
and results

People think about problems in two ways. "Drawing Together" thinkers look for answers from
the "Here and Now" focusing on drawing together what they know in order to develop special
solutions to particular problems. The "Drawing Apart" thinkers look for answers from the
"There and Then" focusing away from what they may know to what someone else knows in
order to develop several answers to a problem.

Most of the time people tend to combine these types of thinking to arrive at answers to problems.
People will consider what they know, then talk to other people to find out other opinions.
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There are four different types of thinking patterns. Each of the corners of the matrix represents
a different pattern of thinking.

Imagining Thinkers.

People who score in the top left part of the matrix are considered imagining thinkers who think
about a lot of possible solutions but without any concern for the best solution and being able to put
it to use.

Creative Thinkers.

People who score in the top right part of the matrix are considered creative thinkers who
carefully think about many solutions in a step-by-step pattern that discards parts of ideas that
are unusable and add new parts until a workable solution is obtained. An example of this type
of perscfn is one who will think of an idea, then try it out, changing the idea as needed to
eliminate problems until it works.

Opposing Change Thinkers.

People who score in the lower left of the matrix are considered opposing change thinkers. This
person will often be against any new ideas if it will cause changes tc occur. An example of this
type of person is one who may refuse to accept sorting garbage for recycling because. it changed
the way he/she disposes of trash.

Concern with Needs and Results Thinkers.

People who score in the lower right of the matrix are considered concern with needs and results
thinkers. This person will consider the needs first, and then use a solution that gets the results
that are necessary. This person would consider the need to get rid of the garbage first, and
would use the first available solution.
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#1 The Percent Circle

Division line

The percent circle is used to find the formula needed to solve percent problems. By covering the
symbol of the number you are trying to find, the remaining symbols will show the formula you
need to use.

For example: If 25% of your $800 paycheck is used to pay rent, how much is your rent? In this
problem, you are looking to find a Dart of the paycheck. Cover the P on the top with your finger. The
formula "% X W' [which stands for percent, times, whole] remains uncovered and is the method
used to solve the problem.

Let's use this formula to solve the problem: What is 25% of $800?

25% multiplied by $800 =
.25 x 800 = $200. Your rent is $200.

Now try to solve these problems by covering different parts of the circle.

A. If $250 of your $800 paycheck is used to buy food, what percent is spent on food?
Step One: What are you trying to find?
Step Two: Cover the symbol of what you are trying to find.
Step Three: Use the remaining formula to solve the problem.

B. If you buy a used car and make a 10% down payment of $250, what is the price of the car?

J6'
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#1 The Percent Circle Answer Sheet

Part

Percent

Times

Division line

Whole

The percent circle is used to find the formula needed to solve percent problems. By covering the
symbol of the number you are trying to find, the remaining symbols will show the formula you
need to use.

For example: If 25% of your $800 paycheck is used to pay rent, how much is your rent? In this
problem, you are looking to find a Dart of the paycheck. Cover the P on the top with your finger. The
formula "% X W' (which stands for percent, times, whole] remains uncovered and is the method
used to solve the problem.

Let's use this formula to solve the problem: What is 25% of $800?

25% multiplied by $800 =
.25 x 800 = $200. Your rent is $200.

Now try to solve these problems by covering different parts of the circle.

A. If $250 of your $800 paycheck is used to buy food, what percent is spent on food?

Step One: WILA are you trying to find?
Step Two: Cover the symbol of what you are trying to find.
Step Three: Use the remaining formula to solve the problem.

Instructor: You ere trying to find a percent. 'What percent is $250 of$800?
Cover the % symbol and the X [times] symbol. Note: when covering either the % or the W symbol,
ALWAYS cover the X also.

The formula remaining is: E The division line separates the Part from the Whole.
W

To solve the problem, divide the part ($250) by the whole ($800)
250 divided by 800 equals .3125 . Move the decimal point two places and add a percent sign.
31.25 % or round off th-- percentage to 31 %.

Therefore, 31% of your paycheck is spent for food.
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B. If you buy a used car and make a 10% down payment of $250, what is the price of the car?

Step One: What are you trying to find? You are trying to find the Whole price of the car.

Step Two: Cover the symbol of what you are trying to find. Cover the W. Remember to also cover

the X .

Step Three: The formula remaining is E

Divide $250 by 10%. First, change the percent to a decimal by removing the % sign and
counting two places from the right.

250 divided by .10 equals $2500.

Therefore the whole price of the car is $2500.
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Credit Information Fact Sheet

Borrowing money to buy items can cost more than you may know. When you are using a credit
card to buy items, you are actually borrowing money. Do you know how much extra you pay for the
item when the credit card finance charges are added?

Let's use an example of a credit card purchase to learn about how to find the real price of items
charged on a credit card.

You find a beautiful coat ($200), suit ($125), dress ($69) and blouse ($35). The salesperson says that
you can buy all of this merchandise for only $10 per month. You decide that this is really great,
and you buy all of the items. The first statement arrives, as shown below.

New Balance Finance Charge on
unpaid balance

January Balance Payment Due

$ 429.00 $6.44 $435.44 $10.00

Finance charge of 1.5% is calculated on the unpaid balance as of the 20th of the month.

1. Is the beginning balance correct? Add up $200 + $125 + $69 + $35 = $429.

2. How is the finance charge calculated? $429 times .015 equals $6.435 which the store will round up
to the nearest cent . So the finance charge is $6.44, for January. The credit card company will
calculate the finance charge on the unpaid balance, and add this figure to your account before they
subtract the payment. This is the interest on your loan.

3. You decide to pay $10 for the first payment. How much is the principal reduced?

4. Calculate out the payments of $10.00 per month. Be sure to add 1.5% (.015) interest to the unpaid
balance at the beginning of each month before subtracting the $10 payment. You may want to use a
calculator.

5. How long will it take to pay off the balance?

6. How much is the total finance charge?

7. What is the total amount paid?

8. What percent of the final cost was interest?

9. Use the percent figure calculated in problem #8 and add the interest charges to each item.

Coat $200 + percent interest real price of coat
Suit $125 + percent interest real price of suit
Dress $69 + percent interest real price of dress
Blouse $35 + percent interest real price of blouse
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Class discussion: Answer the following questions briefly and be prepared to discuss them in class.

Would you have purchased these items at the real price which included the interest on the loan?

If so, why?

If not, why?

How could you reduce the finance charges?
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Answer Sheet W I
Worksheet for Credit Card Balances

Finance Charge On New

Month Balance Unpaid Balance Balance Payment

Year One January $429.00 $6.44 $435.44 $10.00

February $425.44 $6.38 $431.82 $10.00

March $421.82 $6.33 $428.14 $10.00

April $418.14 $6.27 $424.42 $10.00

May $414.42 $6.22 $420.63 $10.00

June $410.63 $6.16 $416.79 $10.00

July $406.79 $6.10 $412.89 $10.00

August $402.89 $6.04 $408.94 $10.00

September $398.94 $5.98 $404.92 $10.00

October $394.92 $5.92 $400.84 $10.00

November

December

$390.84
$386.71

$5.86

$5.80

$396.71

$392.51

$10.00
$10.00

Year Two January $382.51 $5.74 $388.25 $10.00

February $378.25 $5.67 $383.92 $10.00

March $373.92 $5.61 $379.53 $10.00

April $369.53 $5.54 $375.07 $10.00
".......

May

June

$365.07

$360.55

$5.48

$5.41

$370.55

$365.96

$10.00

$10.00

July $355.96 $5.34 $361.29 $10.00

August $351.29 $5.27 $356.56 $10.00

September $346.56 $5.20 $351.76 $10.00

October $341.76 $5.13 $346.89 $10.00

November $336.89 $5.05 $341.94 $10.00

December $331.94 $4.98 $336.92 $10.00

December $331.94 $4.98 $336.92 $10.00

Year Three January $326.92 $4.90 ' $331.83 $10.00

February $321.83 $ -83 $326.65 $10.00

March $316.65 $4.75 $321.40 $10.00

April $311.40 $4.67 $316.07 $10.00

May $306.07 $4.59 $310.66 $10.00

June $300.66 $4.51 $305.17 $10.00

July $295.17 $4.43 $299.60 $10.00

August $289.60 $4.34 $293.95 $10.00

September $283.95 $4.26 $288.21 $10.00

October $278.21 $4.17 $282.38 $10.00

November $272.38 $4.09 $276.46 $10.00

December $266.46 $4.00 $270.46 $10.00

Year Four Janua $260.46 $3.91 $264.37 $10.00

February $254.37 $3.82 $258.18 $10.00

March $248.18 $3.72 $251.91 $10.00

April $241.91 $3.63 $245.53 I $10.00

May $235.53 $3.53 $239.07 $10.00

June $229.07 $3.44 $232.50 $10.00

July $222.50 $3.34 $225.84 $10.00

August $215.84 $3.24 $219.08 $10.00

September $209.08 $3.14 $212.22 $10.00

October $202.22 $3.03 $205.25 $10.00
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Finance Charge On New

Month Balance Unpaid Balance Balance Payment

November $195.25 $2.93 $198.18 $10.00

December $188.18 $2.82 $191.00 $10.00

Year Five January $181.00 $2.71 $183.71 $10.00

February $173.71 $2.61 $176.32 $10.00
......

March $166.32 $2.49 $168.82 $10.00

April $158.82 $2.38 $161.20 $10.00

May $151.20 $2.27

$143.47 $2.15

$153.47
$145.62

$10.00

$10.00

$135.62 $2.03 $137.65
$129.57

..........-

$10.00

August $127.65 $1.91 $10.00

September $119.57 $1.79 $121.36 $10.00

October $111.36 $1.67 $113.03 $10.00

November $103.03 $1.55 $104.58 $10.00

December $94.58 $1.42

Year Six January $85.99 $1.29

$95.99

$87.28

$10.00

$10.00

February $77.28 $1.16 $78.44 $10.00

March $68.44 $1.03 $69.47 $10.00

April $59.47 $0.89 $60.36 $10.00

May $50.36 $0.76 $51.12 $10.00

June $41.12 $0.62 $41.73 $10.00

July $31.73 $0.48 $32.21 $10.00

August $22.21 $0.33 $22.54 $10.00

September $12.54 $0.19 $12.73 $10.00

October $2.73 $0.04 $2.77

WilailliM .--

NIIIIIIIIII
Total Finance Charges $268.76

Total Paid on Account $697.76

«.--

Coat $200.00 0.626 $125.20 $325.20 -
Suit $125.00 0.626 $78.25 $203.25

Dress $69.00 0.626 $43.19 $112.19 '-
Blouse $35.00 0.626 $21.91 $56.91

$429.00 $268.55 $697.55
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Credit Information Fact Sheet

Answer Sheet
Borrowing money to buy items can cost more than you may know. When you are using a credit
card to buy items, you are actually borrowing money. Do you know how much extra you pay for the
item when the credit card finance charges are added?

Let's use an example of a credit card purchase to learn about how to find the real price of items
charged on a credit card.

You find a beautiful coat ($200), suit ($125), dress ($69) and blouse ($35). The salesperson says that
you can buy U. of this merchandise for only $10 per month. You decide that this is really great,
and you buy all of the items. The first statement arrives, as shown below.

New Balance Finance Charge on
unpaid balance

$ 429.00 $6.44

January Balance Payment Due

$435.44 $10.00

Finance charge of 1.5% is calculated on the unpaid balance as of the 20th of the month.

1. Is the beginning balance correct? Add up $200 + $125 + $69 + $35 = $429.

2. How is the finance charge calculated? $429 times .015 equals $6.435 which the store will round up
to the nearest cent . So the finance charge is $6.44, for January. The credit card company will
calculate the finance charge on the unpaid balance, and add this figure to your account before they
subtract the payment. This is the interest on your loan.

ou decide to pay $10 for the first payment. How much is the principal redu

4. Calculate out the payments of $10.00 per month. Be sure to add 1.5% (.015) interest to the unpaid
balance at the beginning of each month before subtracting the $10 payment. You may want to use a
calculator.

5. How long will it take to pay off the balance? 6 years and 10 months

6. How much is the total finance charge? $268.55

7. What is the total amount paid? 1697.55

8. What percent of the final cost was interest? 62.6% (.626 or 62.6%)

9. Use the percent figure calculated in problem #8 and add the interest charges to each item.

Coat $200 + 62.6% percent interest ($125.20)
Suit $125 + 62.6% percent interest ($78.25)
Dress $69 62.6% percent interest ($43.19)
Blouse $35 + 62.6% percent interest ($21.91)

real price of coat 1325.20
real price of suit 1203.25
real price of dress 1112.19
real price of blouse 156.91

Discussion: Would you purchase these items at the real price paid?
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[Fill in any additional
months as needed.]

Month. Balance

January $429

February

March

April

May

June

July

August

September

October

November

December

Worksheet for Credit Card Balances

Finance Charge
On Unpaid Balance

$6.44

New
Balance Payment

$435.44 $10.00
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#1
Guidelines for Active Listening

Learning how to listen takes practice. There are seven steps that can help improve your
listening. Read each one carefully. Then, as you listen to your instructor, or someone else
speaking, practice these step by step guidelines to better understanding. Start by using only a
few of the guidelines. After you are comfortable using one or two of the guidelines, begin to use
the next guideline also. Then, continue to add each additional guideline until you are using all
seven.

1. Focus attention on the speaker.
Resist daydreaming. Ignore pe:sons or activities that may be distracting. This
may require concentrating and practicing on ignoring things going on
around you.
Don't concentrate on the speakers habits or appearance, but only on the
message.

2. Identify the topic.
Concentrate on what the speaker wants you to know or to do.

3. Use your background knowledge.
Think about what you already know and how this information fits. This is a
way of learning new information, by comparing it to information you know.

4. Grasp the main idea.
Listen for the key points of the message. Cue words are: "My point is..."; "What
I'm saying is ..."; "What the problem is..."; "What I mean is...". The speaker may
also repeat or restate important areas, raise or change his/her voice to
emphasize these areas.

5. Visualize the message.
Form mind pictures to see what the speaker is describing. This will help you to
remember the ideas if you associate them with a mental picture.

6. Check your understanding of what is said.
If you do not understand the main point, ask questions. Try to summarize the
main ideas in your mind after the speaker has finished speaking.

7. Take notes about the key points.
This helps you to remember them because you use both your visual sense and
your tactile sense. If you know you are an auditory learner, you may want to
read your notes to your self aloud to help you remember the key points.

67
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# 2 .
Group Decision Making Guidelines

1. Know purpose of the meeting.
Was the meeting called to solve a problem, plan an activity, or for some other
purpose?

2. Be prepared for the meeting.
Gather information such as materials, thoughts and ideas that may be needed.

3. Support your opinion and give reasons or evidence for your
viewpoint.
For example: If you do not think the suggestion for a project is good, explain why.
Don't just say, "I don't like it."

4. Be open to the points of view of other people.
Listen to their opinions and compare their point of view with your own. How alike or
unalike are they? Can you compromise somehow to bring your opinion and that of
another person closer together?

5. Avoid arguing with other people.
This accomplishes nothing but to develop hard feelings. If an argument breaks out,
try to reach a compromise between the viewpoints. Try to understand why the other
person feels as he/she does about the subject.
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Staff Meeting Guidelines

1. Prepare for the meeting.
Find out in advance what the topics will be. Prepare your opinions and gather
information to support your opinions whenever possible.

2. Arrive on time.
This avoids disrupting the meeting if it is already in progress.

3. Follow discussion closely.
Listen carefully and take notes on key points. Consider new ideas. Do not stop
listening if a speaker's viewpoint differs from yours.

4. Show courtesy to other group members.
Do not interrupt them while they are speaking. Do no talk to the person next to you
while the speaker is talking. Do not make joking remarks about the speaker's topics
to persons around you while the speaker is talking.

5. Plan your comments.
Speak clearly and make your main point with as few words as possible. Keep to the
issue being discussed. Do not ramble on. Do not make comments to those around you
while waiting for your opportunity to address the entire group.

6. Know what is expected of you when the meeting ends.
If you are to do something such as preparation of a report, know what is expected and
when it is to be done. If another meeting is scheduled, write down the date and time.
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Listening Self Evaluation

To Student: Answer these questions. When you have finished, check the number of yes and no
answers. Turn to the next page and read the section : "What do the scores mean?"

1. Do you find yourself daydreaming or distracted by people
or other activities around you while someone is speaking
to you?

2. Do you interrupt the speaker while he/she is speaking?

3. If the speaker says something you don't understand, do
you feel uncomfortable asking for more information?

4. Do you look away from the person who is speaking
to you?

5. Do you perform other activities while someone is
speaking to you?

6. Do you pretend to pay attention to the speaker?

7. Do you stop listening when what is being said becomes
too confusing?

8. Do you ignore a speaker whose behavior or appearance
upsets you?

70

Yes No
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What do your scores mean?

Listening is a demanding activity that must be practiced and efforts made to develop good skills.

Look over your answers. You probably answered yes to some questions. And, that is okay. Many

of lib have different listening skills that may need improvement. Look at the areas in which you

answered yes. These are your weak listening areas. Becoming aware of your weak listening areas

is the first step to correcting these areas.

Write down below the questions to which you ansvv..'red yes. Write down what you can do to

correct each area. Set up a chart like the one below slit iing the areas that you need to work on.

Work on only one area each week. Check yourself, or have a friend check you each week to see

how you have improved. Reward yourself for each improvement.

Chart for Improving Listening Skills.

SKILL NEVER MOST TIMES SOMETIMES ALWAYS

Daydreaming

Interrupting

Ask for more information

Look away from speaker

Pretend to pay attention

Stop listening when confused

Speaker behavior or appearance
is upsetting.
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SANit'T E MEMO

ENO TWO AWL EMPOYEES:

Their have ben meny acidants hear. Awl empoyes mus rid this meno abot

first aide.

First Aide is emrgncy tretment givn to the sic or ingured whil waiten

four medicle ade to arive. A workin knowlege of first aed can hep save lives and

prevant furter ingury.

Folow these genral procdures when aplying first aide:

Act quikly and kamly. If their is mor then one ingured person, deside who

get atenshun furst. Furst hap thos who have stop breathe, are bleding heavily,

or show signs of posonng. Avoid movin injurd persons or toushing open wunds or

berns. Do not give liquids to unconscious persons.

Two get a klear idea of an injury, you may ned to remove some of the

victum's clothing. Becaus of the posibility of fraktures, rip or kut the

clothing along the seems. The victim shud be kep comfortable and covered, if

posible. Try to kep a person from seeing his or her ingury.

Let the vicktum know he or she is being taken care of and that the proper

medical attenshion is commin.

To Student:

After you have read this memo, correct all the spelling. Use a dictionary

or a word speller book to look up words that you think may be misspelled.

If you received this misspelled memo at your job, what would be

your impression of your employer?

If you were the head of the company and you found this memo on your desk,

what would you think?
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Planning for Effective Speaking:

The Job of the Speaker

1. Decide what you want your listener to know or to do. Choose the topic. Be
sure the topic is appropriate for the situation.
For example: You are attending a meeting at work.The purpose of the meeting is to plan how to
reduce the time wasted moving equipment to various locations. You would not discuss the annual
staff Christmas party, or talk about your family problems at this meeting. Instead, you would
discuss only things that were related to the topic of eliminating wasted time moving equipment.

2. Consider the people in your audience. Think about what do these people
already know about the subject?
Think about any past experiences or conversations or other events you may have shared with
members of the audience that may increase the listeners knowledge of the subject.
Understanding your listener helps you to choose the words and examples you will use to match
the listeners' knowledge.

3. Plan the message.
Decide what key points that need to be made. Decide in what order these points should occur. If
there as many points, or if the key points are very detailed, you may want to make notes to use.

4. Send the message clearly.
Do not rush through the message. Speak clearly and loudly enough to be heard easily by the
listener. This helps the listener to do his/her job. Look directly at the listener, so the listener
knows you want him/her to hear and understand the message. Give the key points special
attention by repeating, pausing or using cue words (such as : The main point is . . ."; "It's
important that . . ." ) Look at the facial expressions of your listener and his/her gestures to
determine whether the message is being received and understood. Answer any questions clearly
and without showing impatience.

5. Look for the listener to answer.
The answers can be verbal, for example, when they ask questions or make comments. These
answers can agree or disagree with yuu. The answers can also be non-verbal. For example, the
listener nods and smiles which may mean agreement or the listener may look upset and shake
his/her head to indicate no agreement.
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The Communication Exchange

Speaker's Job

Choose topic
Check audience
Plan message
Send message
Look for reply
from listener

Mutual
Understanding

Listener's Job
Listen actively
Receive message
Understand
meaning

This chart shows how the roles of the speaker and the listener interact with each other.
Ordinary conversations with family and friends do not need to be organized around this chart.
However, when on the job, a person is judged by his/her ability to communicate clearly.
Therefore, this chart maybe helpful in understanding how to organize the message.
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Reading Strategy:
Reading for Understanding

Learning to read and understand different types of materials takes practice. Organize yourself to
read and understand what you read by using this five step procedure:

Step One: Define purpose for reading.
Before reading anything ask yourself what is your purpose for reading? The purpose is often

stated in the title or heading. Good examples are a newspaper or a chapter heading in a book.

Step Two: Skim text quickly to find needed information.
It is not always necessary to focus on every line of text. Some paragraphs are more important
than others. Therefore, it is necessary to look through the text to find the information quickly,

rather than take time to read every word.

Step Three: Read carefully th, parts that relate to your purpose.
You may want to underline or use a highlighter to mark the key parts that are important to your

purpose for reading the article.

Step Four: Summarize the information.
A summary is a short statement that tells the main idea. This helps you to understand the

information. You should rewrite the important points in your own words so you may understand

them more easily.

Step Five: Evaluate the interpretation.
Re-read your summary and decide whether or not you achieved your purpose for reading the

article. If the information in the summary does not match the purpose you had for reading the

articie, the problem could be a misunderstanding of the information presented. The summary

may need U, 134 changed.

Use this reading strategy to help you understand the important things to remember when

reading through articles.
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S
Name

Personal Fact Sheet

Address

Telephone Number: Social Security No.

Work Experience:
Name of company where last employed:

Address
Dates when you worked there: From To

Job Title Supervisor

Duties
Salary Why you left that job.

Name of previous company:

Address
Dates when you worked there: From To

Job Title Supervisor

Duties
Salary

Education:

Why you left that job

Name of High School
Where located
Years attended When (or will) graduated

Name and address of other schools attended: [Vocational, business, technical]

Address of school

Special Skills [drive a car, typing, speak second language]

References [Three people, not relatives, who know you well]

Name Job Title
Address Telephone Number
Name Job Title
Address Telephone Number
Name Job Title
Address Telephone Number
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Reading Procedures on a Flow Chart.

Sometimes procedures are written on flowcharts.

The symbols stand for the steps. Airows tell you in which order to follow the steps.

Joining the Basic Skills/Job Training Program

F-1

i
Discuss plan
with
counselor

1. Call office for an appointment. Bring a picture ID, social security card and last
year's Federal Tax form 1040.

2. Complete an application.

3. It takes two weeks to find out if you are qualified to be a part of the program. We
will mail you a letter with the results.

4. First time participants will meet with a counselor to plan a program that fits your
needs.

5. Attend your classes, workshops, and/or job training.
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Guidelines for Responding to Criticism

1. Apologize for your mistakes.
We all make mistakes, or do things we later regret. When this occurs, it is often better if we
admit we were wrong as quickly as possible before anger and resentment has begun to develop.

2. Watch your non-verbal behaviors.
Non-verbal behaviors are those things you may do without even thinking about it, but which
sends a message to the other person about how you are feeling. Examples of negative non-verbal
behaviors are: frowning; avoiding eye contact; rolling your eyes; hanging head down; folding

arms across chest. If you are receiving criticism, avoid using these non-verbal angry or hurt
signals which will only build up anger.

3. Don't respond defensively when criticized.
It is difficult not to respond when someone is being critical of something you have done.
Examples of defensive responses are: "Oh, you're just out to get me"; or "You never like
anything I do." Neither of these responses will change the criticism. Instead, think about what
the person was saying. Then, consider if the criticism was unfounded (not true). If you feel you
have been unjustly criticized, wait until an appropriate time when anger is not present and
calmly explain your position.

4. Don't change the subject.
Changing the subject is a way to get out of being criticized. For example, "Yeah, I know I forgot
to put stamps on the letters, but I'm never late for work." The two subjects have no
relationship to each other. It is better to admit your mistake and then try to fix the problem.

5. Ask questions if you don't understand the criticism.
For example, if someone says "You never do anything right." Your response could be "Could you
give me specific things I've done wrong, rather than you don't like my work? I could then change
those areas where I may be making mistakes." This is a positive approach and usually is
successful in reducing misunderstanding between people. This response also shows that you
really want to do a good job, but may need more directions.

These are only a few ways to respond to criticism. You may know of other ways that work for

you. If possible, share these other ways with the class.
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410
Rules for Attendance

WHY? Why are you absent? Is this a good reason to miss work?

WHEN? When should you tell your employer that you will be absent? Have you
given your employer enough time to find a replacement for you?

WHO? When you call in, to whom do you speak? Is this the correct person?

HOW? How do you explain to your employer what the reason is for your absence.

There are two types of reasons for missing work:

1. Emergency - illness, accident.

2. Special Occasion - these you would know about long in advance.
Examples are: moving, doctor's appointment, surgery.

7D
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Treating Customers Well

On The Job

How do you treat a customer well?

A friendly greeting is important. The customer must feel that you are happy to have him/her in
the business. If they feel welcome, they will continue to come back to your business instead of
going to another business. If they do go to another business, your company will lose money and
your job could be lost. Therefore, the more you can do for your company, the better your
usefulness to the company will be. The more useful you are, the more your boss will want to
keep you working for the company.

A friendly greeting has three parts:

1. Start with a smile.

2. Give a friendly greeting
"Good Morning" or "Hello"

3. Add a few words that make the customer feel
welcome and special. An example is:
"How are you today" or "How may I help you."

A greeting that is not friendly, or employees who ignore customers, make people feel that you
don't care if they come back. These people could also feel you do not want them there at all.

An unfriendly greeting could be no greeting at all. It could be: "Okay, next. What do you want?"
Another example of an unfriendly greeting is two employees talking together when the customer
arrives and neither employee stops talking to wait on the customer. A customer who experiences
this type of greeting will not feel welcome and may not return.
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How Am I Doing In Treating Customers Well?

This chart will help you find out how well you treat customers on the job. Check () the column
that best describes the way you act with customers. Ask your boss to read your answers and
check the ones with which he/she agrees. If you don't have a boss yet, practice greeting
customers using other students in the class as customers. Then have your instructor fill in the

column.

HARDLY EMPLOYER

In waiting on customer. do t. USUALLY SOMETIMES EVER AGREES

Smile?

Give a friendly greeting?

I " I .

Call customers by their names?

Use polite words such a "Sir,"
"Ma'am." or "Excuse me?"

Listen and be polite when a
customer gets angry?

Help customers with babies?

Help older customers?

help handicapped customers?

Help customers who don't speak
English well?

Ignore customers when I'm talking
to my friends or another employee?
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Guidelines For Receiving Telephone Calls

1. Answer telephone promptly.
Do not let it ring while you complete another task. If you must return to an interrupted task
(such as waiting on another customer, or talking on another extension line) ask the person to
"please hold a moment." Then complete the first telephone call quickly, or have some one else
help you handle the second telephone call.

2. Identify yourself immediately when answering the telephone at work.
Tel; the caller the name of your workplace (or department) and your name.
For example: "Smith's Grocery, Sandy"

3. Be considerate to the person and provide help, or information the caller
requests.
If you do not know the answer, offer to find out and return the telephone call. if the person has
called the wrong number, do not respond in anger, but briefly assist them, if possible, to find
the correct agency or telephone number.

4. Listen carefully and be prepared to take notes.
Write down the message and repeat back names or numbers to make sure the information is
correct.

5. Use polite language and a pleasant tone of voice.
Even if you are rushed and very busy, try to relax and answer the telephone call pleasantly.

6. Do not eat or chew gum while talking on the telephone.
This is very distracting and often makes your answers hard to understand. Even eating a breath
mint while on the telephone can cause you to speak less clearly.

7. Keep the conversations brief.
The business telephone should be kept for business calls. Personal chit chat will tie up the
telephone and may cause customers to take their business somewhere else.

i2
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Recommendations for Guest Speaker.

To the instructor:

Teaching good grooming can be embarrassing to some adults. In some cases, home situations may

prevent the individual from bathing or washing clothes as often as may be required. Clothing

budgets may not permit replacement of outdated or worn clothing. Stress that clothing need not

be new, but should be clean and mended. Missing buttons replaced, hems re-sewed, zippers

replaced and torn seams or rips repaired when possible.

Some students may appreciate assistance in selecting clothing or hairstyles. Some students may

not. Use discretion when dealing with appearance. The person's self esteem is often affected if

they are made to feel inadequate in appearance.

The use of guest speakers can provide a change of pace from classroom discussion. Be sure to

choose sensitive speakers who can relate to your students and their problems. Avoid expensive

stores or products that your student may not be able to afford to purchase after the

demonstration is over. Some students would appreciate the luxury of an expensive hair styling,

cosmetics or article of clothing, and others may not.

Some suggestions for guest speakers are:

1. A local cosmetology school or beautician to do a"make over" for the student. Demonstrator

would restyle hair or apply cosmetics.

2. Cosmetics demonstration for men and women. Students could obtain samples of products and

see recommended uses taught. This could be a local cosmetics demonstrator such as Avon, or

Mary Kay or others.

3. Wardrobe consultant to demonstrate the selection of wardrobe colors based upon skin tones

and hair coloring of the individual. Note: check local Penn State Cooperative Extension office that

may be able to provide assistance in this subject.

4. Demonstration by local Home Economics teacher in clothing care. Program could include stain

removal; cleaning; and repair of clothing.
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Self Evaluation of Appearance

You appearance is an important part of how people will respond to you. If you are careless in
appearance with soiled or torn clothing, or uncombed hair, dirty fingernails or other problems,
people will not want to be with you. Sometimes, we are so busy that we forget to take time to
attend to our appearance. This checklist can remind you to check yourself over before you leave
home. No one will see your answers, only you. Be honest. If you find yourself checking
sometimes or never, these are the areas you should concentrate on improving.

Always Usually Sometimes Never

1. Do you bathe or shower daily?

2. Do you use a deodorant daily?

3. Do you brush your teeth after each meal?

4. Do you floss daily?

5. Is your hair properly trimmed?

6. Is your hair combed and neat?

7. Is your hair clean?

8. Are your nails properly trimmed?

9. Do you wear appropriate clothing to
class?

10. Are your clothes clean?

11. Are your clothes neat and free of wrinkles?

12. Are all lost buttons or tears mended?

13. Are your shoes cleaned or shined?

14. Do you prepare your clothing for
the next day before you go to sleep?
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Guidelines For Handling A Disagreement

Disagreements if left unresolved, can lead to increased stress and eventually avoidance of the
person with whom you have had a disagreement. Resolving the conflict as quickly as possible is
usually the best approach. The following guidelines explain some ways of dealing with
disagreement. There may be other methods that you have used that may also work. You might
wish to discuss some methods of handling disagreements that have worked for you with other
members of your class, if your instructor provides discussion time.

1. Treat each other with respect.
Avoid personal attacks and instead have the other person tell you why you disagree. Personal
attacks are statements about the other person, such as "You're so stupid that you don't
understand." "You always want your own way." These remarks serve only to upset the other
person and settle nothing.

2. Find something that you do agree about.
Even if there is disagreement on every subject, there is usually something with which you can
agree. For example: you and a friend are planning to go shopping over lunch time. You want to eat
first, and then go shopping. Your friend wants to go shopping first, and then eat. You can agree
that you both want to go shopping, so you must resolve when eating will take place.

3. Ask questions to be sure you understand.
Repeat back what you think you heard. Make sure you are responding to what was actually said
not what you think you heard. This might be useful in the conflict over shopping during
lunchtime. Perhaps your friend intends to eat downtown.

4. Try to feel comfortable about disagreeing.
Some problems do not get resolved right away. Be honest and try to think about possible ways to
change the problem. In the example given above, you might choose to eat downtown. You might
have a snack earlier than lunchtime and eat later. Your friend might not realize how much it
bothers you not to eat before going downtown, and you might want to discuss that issue.
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Applying Your Skills In Your Life

For each problem, quickly list possible solutions. Remember, no idea is too silly or impractical.
Write down whatever comes to mind.

1. Both you and your spouse or a friend need to use the car tonight. You have an appointment on
one side of town at 7:30 p.m. Your spouse or friend has an appointment at 7:30 P.M. on the other
side of town.

2. Both you and your spouse or friend have to be at work today. But your child is sick and can't
go to school. You each think the other one should stay home with your child.

Working Together

Here are some common work-related problems:

1. Drug and alcohol abuse in the workplace. This is a major cause of accidents and absenteeism.

2. Lack of adequate child care. Parents who do not have child care may be forced to miss work.

3. Paternity leave. Sometimes both parents stay home after the birth of a child. Both parents
should have the right to be with their child, but this creates problems for the employer.

Work in pairs. Choose one of the problems and make it specific to someone you know. Select a
solution and then discuss it with others in your class. If you have another topic you would prefer
to discuss in place of these work-related problems, ask your instructor if you may change the
topic.
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Problem-Solving Techniques

Solving problems may become easier if you use problem-solving techniques. These techniques
can assist you in finding a solution.

1. Explain your actions.
In what ways can you explain why you did what you did.
Example: The department store where you work has a policy that someone must always be on the
sales floor during store hours. However, a customer in a wheelchair buys a lot of items in your
department and requires help to carry them to her car. This happens over lunch time when
there is no one else to cover the department. When you return, your boss is standing there
looking angry and asks you "Where were you? Don't you know store rules require that you stay
in your department?"

Explain your actions to your boss, telling him/her why you left the department and what
alternative solutions were and why you choose what you did.

2. WIN-WIN Solutions.
This is a technique in which both sides are happy with the solution to the problem.
Example: You have a lot of materials to photocopy. The person at the next desk also has a lot of
materials to copy. You both have two memos to type within the next half hour. In a win-win
solution, one person would do all the photocopying and the other does all the typing of the memos.

Are there other types of win-win situations you might think about?

3. Brainstorming for problem-solving.
This technique means thinking up as many ideas as possible. Everyone participates by suggesting
all possible solutions, all of which are written down. The best ideas, or combinations of ideas
are then selected which best meets everyone's needs.
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A Strategy for Following Instructions

It often helps to have a strategy (a plan of action ) to help you understand instructions. On the
following pages you'll learn about a five-step strategy that can help you.

Step 1: Define your goal.
A goal is something that you want to achieve. Before you read a set of instructions, ask yourself:
What is it that I want to get done?

Read the set of instructions below. What would be your goal?

To order your free jacket pattern complete
the order form: Print your name and
address and circle the correct size.
Send the form and $1.00 for postage
and order processing to:

The Pattern Company
631 Third Street

Hanford, CA 95523

Only one free pattern. You may buy
additional patterns for $5.98 each.

Answer: The goal is to get a free jacket pattern.

Step 2. Identify the steps you need to follow.
As you read, look at the steps you need to follow. Underline them or write them out. Then read
over the steps. Ask yourself: Can I complete my task by following these steps?

You would complete two steps to get the free pattern. What are these two steps?

Answer: The two steps are 1) fill out the order form and 2) sent it along with $1 to the
address on the advertisement.

Step 3: Name the items you need to finish the task.
The instructions will not always tell you all the items that you will need. But you can use your
own experience to tell yourself the other items you would need. For example, you need a pencil
or pen to fill out the order, an envelope and a stamp to get the free jacket pattern.

Step 4: Clear up any details that you do not understand.
Make sure that you understand all of the instructions before you actually do the task. If you are
not sure of anything, find someone who can help.

Step 5. Evaluate the way you did the task.
You do this after doing the task. Examine the way you did the task. Did you achieve your goal?

0 Cy
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Work Out

Read the instructions. Answer the questions based on four of the five steps:

1. Define your goal.

2. Identify the steps you need to follow.

3. Name the items you need to complete the task.

4. Ask questions about any details that you don't understand.

You want to get a library card. The librarian tells you that you must complete an application
form. You must show proof of your address. You can show a driver's license, a passport, a
personal check, a bill, or a letter that shows your address. You must pay a $2 fee.

1. You decide to follow the directions. What is your goal?

2. What three things must you do to accomplish your goal?

3. What will you need to accomplish your goal?

4. Are there any details about which you want to ask questions? Which ones are they?
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Applying The Plan Of Action To The Job

You will read many written instructions in the workplace. Using this plan of action can help
yk,u read any kind of instructions. Read the first four steps of the plan of action.

Step 1: Define your goal.
This is a job order that an office worker might receive.

JOB ORDER

Date: March 11, 1993

Please make twenty-five copies of the report. Copy the pages
back to back. Put each copy into a binder and make a label for
each binder.
Distribute the binders to the employees on the attached list.
If you cannot complete this job by Friday, please see me.

Janet Johnson

What is your goal?

Step 2: Identify the steps you need to follow.
Find someway to mark the steps to follow. Either underline them, or use a
highlighter. If the steps must be followed in a certain order, number
them.
Number the steps in the memo above.

Step 3: Name the items you need to finish the task.
What do you need to complete the job?

Step 4. Clear up any details that you do not understand.
Are the details clear? Do you know exactly what you ncted to do? If you have any questions about
the job, who would you ask?

Step 5: Evaluate the way you did the task.
After you finish the job, examine the way you did the task. Did you achieve your goal? What
could you have done differently?
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Applying The Plan Of Action To The Job

You will read many written instructions in the workplace. Using this plan of action can help
you read any kind of instructions. Read the first four steps of the plan of action.

Step 1: Define your goal.
This Ir. a job order that an office worker m;ght receive.

JOB ORDER

Date: March 11, 1993

Please make twenty-five copies of the report. Copy the pages
back to back. Put each copy into a binder and make a label for
each binder.
Distribute the binders to the employees on the attached list.
If you cannot complete this job by Friday, please see me.

Janet Johnson

What is your goal?
Pass out twenty-five copies of a report by Friday.

Step 2: Identify the steps you need to follow.
Find someway to mark the steps to follow. Either underline them, or use a highlighter. if the
steps must be followed in a certain order, number them.
Number the steps in the memo above. 1) Make twenty-five copies of report. 2) Put the copies
in a binder. 3) Make labels for the binders. 4) Pass out the binders.

Step 3: Name the items you need to finish the task.
What do you need to complete the job?
The worker needs: the report, a list of employees, hinders, labels, copier, and paper.

Step 4. Clear up any details that you do not understand.
Are the details clear? Do you know exactly what you need to do? If you have any questions about
the job, who would you ask?
The person who sent the memo, Janet Johnson.

Step 5: Evaluate the way you did the !ask.
After you finish the job, examine the way you did the task. Did you achieve your goal? What
could you have done differently?
Discuss ways of doing the task: Copy all the reports at the same time, then put in binders and
label the binders. OR: Get the binders ready, with labels on, and when the report comes out of
the copier, place in each binder. OR: Do ten copies, and then put in binders and label, then do ten
mores copies and put in binders and label, and then do five copies and put in binders and label.
Ask: Why might you choose to use the fast method? Answer: if the photo copier is not available to
copy for the length of time you need to use it, or if your work space is limited, or if you have
other jobs that must get done more quickly than the report.
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Making the Best Choice

Use the following step-by-stepplan to help you evaluate choices that you may need to
make on the job. For instance, suppose you have the task of gathering information
about different office suppliers and recommending the best one with which to do
business.

Step 1: Identify your purpose.
Describe the result that you must achieve. Be as specific as possible. In the task
above, your purpose would be to find the best place to find office supplies.

Step 2. List the requirements.
Make a list of all the requirements that a "perfect choice" should have. Your final
choice may not fill all the requirements and you may have to change some of the
requirements.

Step 3: Evaluate each choice.
Read the information about each choice. Then evaluate how well a choice meets your
needs. This sums up the reasons why you made a particular choice.

Step 4: Select the best choice.
Compare your evaluations. What should you do if none of the choices fill all of your
requirements. When this happens, you must decide which requirements are the most
important to you. Select the choice that comes closest to filling those needs.

WORK OUT

You are deciding to buy a car seat for your new baby. You go to the store and find the
following baby seats:

Lullaby Baby Seat

Fits infants up to
15 pounds. Has plastic
lined seat padding.
Seat can be strapped
into car seat belt
system.
Price $40

Baby Sit Well Seat

Fits infants up to
20 pounds. Plastic
padding has
removeable terry
cloth covering.
Seat connects into
car seat belt system
Has quick release
button to remove car
seat quickly.
Price $55.

Rainbow Baby Seat

Fits infants up to 30 pounds
Removeable padding
protects young infants.
Seat can be disconnected
from base easily and
used with handle
extended as an infant
carry seat.

Price $65.

Which seat would you select and why?
Be sure you write down what your requirements are for an infant car seat. Then

compare the three seats. Use the step-by-step plan to make your choice. Give your
reasons for your choice.
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Getting Organized

Finding the time to do all the things we need to do each day is important. Having a
routine to follow can help you to plan your daily tasks, and even help you meet yo'ir
weekly goals. The pattern of a routine is determined by the order in which separate
tasks or goals need to be done.

You can establish a routine by making a list of your tasks. Include in the list how
much time each task will take to complete. If your tasks are the same each day, you
may only need to make one list. If your tasks vary from day to day, you might want to
make a chart for each day. This list of tasks can be those tasks you do at home, or it
can be tasks that you do at work.

Put the tasks in the order in which they need to be completed. Draw up a chart that
has each hour on a different line. Fill in the tasks on the lines. Allow the time
required to complete the previous task before writing in the next task. For example:
the first task you must do is prepare a report. You know it will take you one hour to
prepare this report. Next you must file some folders in the filing cabinet. This should
take you two hours. Your chart will look like this:

9:00 - 10:00 Prepare report
10:00 - 11:00 File Folders
11:00 - 12:00 File Folders.

Your chart will help you control your time so that priceless minutes do not drop
through the cracks. As you work through the chart, you may want to check off the
items as you complete them. If you find you have completed a task earlier than
required, you can either go on to the next task or fit something else that was not
planned into the chart. By managing daily routines you will be able to accomplish
more tasks.

Remember, a routine is a guideline. Do not try to rash through your tasks just to get
them done within the time frame. If you notice you need more time to complete a
task, try to figure out why. Perhaps you could change how you do the task and save
some time. Doing the job well is important. Care and attention to detail makes a job
well done. Take time to check your work, This cuts down on mistakes and you won't
waste time doing tasks over because of mistakes.

Make a task chart for next week. List your tasks in order of importance from top to
bottom. Be sure to put down how long the task wil' take to complete.

Task Time to Complete
Task Time to Complete
Task Time to Complete
Task Time to Complete
Task Time to Complete
Task Time to Complete
Task _Time to Complete
Task Time to Complete
Task Time to Complete
Task Time to Complete
Task Time to Complete
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Getting Organized Exercises

Read through the following exercises and answer the questions in the space provided.

1. Here is a task list for a secretary. Figure out the order in which the secretary should
perform each task. Number the tasks in that order.

clean desk
make plans for office party in two months
order new supplies for following month
help receptionist with unfinished work
rearrange file cabinet
type supervisor's letters

2. Each of the follov.;ng employees has a problem which might be corrected by a change in daily
routine. Read each example and suggest a solution.

A) Deb is a bank teller. She is always the first teller to finish her work everyday. However, her
boss says she has a tendency to make errors. What changes in routine would help improve her
work performance?

B) Nancy is a commercial artist. She usually has several projects to work on at once. Everyday,
she budgets the same amount of time for each project. She ends up each day trying to put the
finishing touches on several projects at once. Suggest a better daily routine.

C) Jacob is a waiter in a restaurant. He goes home exhausted every night. Here is his routine.
First Jacob gives the customers a menu. Then he goes back to their table with glasses of water.
After getting his order pad from the kitchen, Jacob returns to the table again to take orders.
Obviously, Jacob is wasting a lot of time and energy. Review Jacob's routine. How could he save
some time?

0) Choose a routine that you do daily. Write it down, and put down how long it takes you to
complete. Then, imagine yourself doing this task. What could you change to make better use of
your time?
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Estimating Length

In this exercise you are to estimate the length of the two lines. Do not measure them.

W hich line is longer?
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Estimating Distance and Travel Time

Learning how to estimate travel time is a valuable tool. For example: you are planning a vacation
trip over a three day weekend. You have a particular place you want to visit. How long will it
take you to drive there? Will you have time to visit other places along the way?

How would you answer these questions? Let's use a step-by-step plan to estimate distance and
time needed to travel. This plan may be similar to other plans you have used.

Step 1: Define your destination and purpose for the trip.
There are different reasons why people travel: to get to work; job-related trips; going to visit
someone; and a vacation. Each of these reasons may require different ways of travel. For
example, if you are going to work, or are traveling as part of your job, you usually want the
fastest route possible to get to your destination. If you are visiting someone, or on vacation, you
may not choose to travel the quickest route. You may want to use other routes which bring you to
special places you want to visit. Use a road map to plan your trip.

Step 2: Gather important facts about the route, or roads you want to use.
The information you may need includes the following: How many miles must you travel? What
type of roads (expressway, two lane, rural country) will you be using? Do you know whether
there might be delays due to construction on the route? If the trip must extend over more than
one day, how many hours are you willing to travel in one day?
List all the facts you know about the routes. You can tell by looking at the map if you will be
traveling through congested urban areas and what types of roads are available. The speed limits
for these roads may also be given on the map.

Step 3: Decide what you need to estimate.
You may need to estimate miles to various places. You may need to estimate how much time you
have to travel. Use the map and measure the route. Then use the map sca,1 to calculate the
mileage. When you estimate mileage remember you must add in the return trip also. A time
estimate is based on how much time you have available, and/or how many hours you want to
travel in a particular day.

Step 4: Using your estimates to calculate time and distance.
If you know that your destination is 60 miles away, and the speed limit is 55 miles per hour
you can estimate that the trip will take more than an hour. If you know that the roads may be
under construction, the delays may cause the trip to take longer. For example, on Tuesday, you
wish to visit your sister who just moved to Harrisburg. This is 60 miles away. You know that
the speed limits are 55 miles per hour. And you know that there are two places where traffic
usually is very heavy, especially during early morning rush hours or evening rush hours
between Monday and Friday. If you are traveling on a weekday you should then allow extra time
for the traffic delays. You estimate that the trip will take about 1 hour and 15 minutes without
any delays. Since you are traveling on a weekday and you want to have 5 hours or more to spend
with your sister, you know you will be traveling through rush hour traffic, and must allow
extra time. You estimate the delay will be 30 minutes. The trip to Harrisburg will then take 1
hour and 45 minutes. Remember, you will also have to drive back from Harrisburg. If you want
to arrive by 10:00 in the morning, what time will you have to leave? Round off the 1 hour and
45 minutes to 2 hours travel time. Then subtract two hours from 10:00 a.m. and you estimate
that you must leave by 8:00 a.m.

Use the above steps to estimate what time you would arrive home if you spend 6 hours with your
sister.
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#8
Estimating A Repair

You are an employee in an appliance repair shop. A customer brings in a video tape
recorder that needs to be repaired. You follow a step-by-step outline to complete the
repair and estimate what to charge the customer.

Step 1: Find out what is the problem with the item.
You look over the video tape recorder and after checking over everything, you find 2

parts that need to be replaced and the machine must be cleaned. The time you spend
doing this was 1 hour.
The shop charges the customer $8.00 per hour for your time.

Step 2: Do the repairs.
You replace the two parts and clean the video tape recorder. The parts cost a total of
$15.00. You spent 2 hours doing the repairs. Then you cleaned the video tape
recorder. The charge for cleaning a video tape recorder is $10.00.

Step 3: Calculating the bill.
Finding out why the video tape recorder does not work. (1 hour)
Cost of parts to repair the video tape recorder
Time spent doing the repairs (labor) (2 hours)
Cleaning the video tape recorder (this charge includes your time)

What is the total charge for the customer?

11
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#8 Answer Sheet
Estimating A Repair

You are an employee in an appliance repair shop. A customer brings in a video tape recorder
that needs to be repaired. You follow a step-by-step outline to complete the repair and estimate
what to charge the customer.

Step 1: Find out what is the problem with the item.
You look over the video tape recorder and after checking over everything, you find 2 parts that
need to be replaced and the machine must be cleaned. The time you spend doing this was 1 hour.
The shop charges the customer $8.00 per hour for your time.

Step 2: Do the repairs.
You replace the two parts and clean the video tape recorder. The parts cost a total of $15.00. You
spent 2 hours doing the repairs. Then you cleaned the video tape recorder. The charge for
cleaning a video tape recorder is $10.00.

Step 3: Calculating the bill.
Finding out why the video tape recorder does not work. (1 hour) $8.00
Cost of parts to repair the video tape recorder $15.00
Time spent doing the repairs (labor) (2 hours) $16.00
Cleaning the video tape recorder (this charge includes your time) $10.00

Total Bill $49.00

6
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#9
Estimating a Report

1. Your boss has a large report that needs to be typed and copied. The report contains: 10 test
pages; a table of contents; 1 page bibliography (list of books and magazines used); and 2 tables
with 3 columns each. Twenty copies need to be made. How would you estimate how much time you
need to complete it? You will be using a computer that you know how to use. Here are the facts
you need to make the estimate:

The manuscript is in poor shape. The writing is small and scratched out in places.
There are many additions across the tops of sentences and many mistakes in
spelling and grammar.

Your abilities:
You know you can produce 8 pages per hour. But, if the manuscript is in poor
shape, you can only produce 5 pages per hour. It takes 90 minutes to create
a graph on the computer. The bibliography must be put into the correct format
and you will need to find a copy of the format which will take an hour.
Bibliographies take you the same amount of time as do charts to complete.
A table of contents takes 30 minutes to construct and type.

The copier will copy 1 page every 5 seconds. If you start the job at 9:00 a.m. and the
boss wants it done by 12:00 noon for a meeting, will you finish in time?

2. Answer :tie following questions to help you estimate time.
1. How much time will it take to type the text?
2. How much time will it take to type the rest of the report
Do your calculations here:

3. What is the total amount of time needed to type report?
4. How long does it take to photocopy the report?
Do your calculations here: //

5. How long will it take to type and photocopy the report
6. Will you have it completed by 12:00 noon?
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#9 Answer Sheet
Estimating a Report

1. Your boss has a large report that needs to be typed and copied. The report contains: 10 test
pages; a table of contents; 1 page bibliography (list of books and magazines used); and 2 tables
with 3 columns each. Twenty copies need to be made. How would you estimate how much time you
need to complete it? You will be using a computer that you know how to use. Here are the facts
you need to make the estimate:

The manuscript is in poor shape. The writing is small and scratched out in places.
There are many additions across the tops of sentences and many mistakes in
spelling and grammar.

Your abilities:
You know you can produce 8 pages per hour. But, if the manuscript is in poor
shape, you can only produce 5 pages per hour. It takes 90 minutes to create
a graph on the computer. The bibliography must be put into the correct format
and you will need to find a copy of the format which will take an hour.
Bibliographies take you the same amount of time as do charts to complete.
A table of contents takes 30 minutes to construct and type.

The copier will copy 1 page every 5 seconds. If you start the job at 9:00 a.m. and the
boss wants it done by 12:00 noon for a meeting, will you finish in time?

2. Answer the following questions to help you estimate time.

4111
1. How much time will it take to type the text? 2 hours
2. How much time will it take to type the rest of the report _5 hours
Do your calculations here:
Table of contents 30 minutes (300 minutes divided by 60 = 5 hours)
Bibliography 90 minutes
Tables (2 @ 90 minutes =) 180 minutes

3. What is the total amount of time needed to type report?_.7 hours
4. How long does it take to photocopy the report?
Do your calculations here:
1 table of contents + 2 charts+1 bibliography+ 10 pages of text = 14 pages.
14 pages x 5 seconds per page = 70 seconds per report.
70 seconds x 20 copies of the report = 1400 seconds per report.
1400 seconds divided by 60 seconds = 23 minutes 34 seconds rounded up to 24 minutes.

5. How long will it take to type and photocopy the report_7 hours and 24 minutes
6. Will you have it completed by 12:00 noon?

12:00 time due
- 9:00 time started

3.00 hours

You need 7 hours and 24 minutes to compete the report.
Therefore, you will not be able to complete the report in the
3 hours that are available.

C t
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#10
Setting Goals

Goals reflect your interest in problem solving. A goal is a purpose or a result from a course of
action.

Goal Purpose: To get a job that pays more money.

Desire
for
more
pay

%*%,1,/goal/task
to learn to
type.

Action:
take
typing
classes

..J

Goal Result: Better job with
higher pay.

There are two kinds of gGals: short-term and long term.

A short term goal can be completing small tasks. Examples are: stuffing 2 boxes of
envelopes before quitting time, cleaning off desk top each night.

A long term goal can take months or years to complete. Examples are: reorganizing
a department; rearranging furniture; having product sales double in volume.

Short term and long term goals can be business-related or personal-related.

What are examples of two of your short term goals?

What are examples of two of your long term goals?

Vi i
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Job Order
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Date: April 23, 199_

Please make thirty-three copies of the health care report. Copy pages back to back. Put each

copy in a colored binder and make a label for each binder.

DistriblIte the binders to all the employees who have been absent more than two days last

month and are listed on the attached list. If you cannot complete this job by Friday, call me.

Penny Jackson.

To Student:

1. What is the goal?

2. What steps do you need to follow?

3. What resources do you need?
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# 1 1 Answer Sheet
Job Order
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Date: April 23, 199_

Please make thirty-three copies of the health care report. Copy pages back to back. Put each

copy in a colored binder and make a label for each binder.

Distribute the binders to all the employees who have been absent more than two days last

month and are listed on the attached list. If you cannot complete this job by Friday, call me.

Penny Jackson.

To Student:

1. What is the goal?
The goal is to make thirty-three copies of health care report and distribute to employees by Friday.

2. What steps do you need to follow?
a) Find the correct report.
b) Ask questions about any unfamiliar terms or unclear instructions. Example: Back to back; what
color binder; what should be on the label?
c) Make thirty-three copies of report
d) Put labels on each report.
e) Use the list of employees and distribute each report.
f) If there is a problem, call Penny Jackson.

3. What resources do you need?
1. Copier or printer.
2. 33 binders
3. Hole punch
4. 33 labels
5. List of employees
6. A supply of paper in a quantity sufficient to complete the job.

u
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#12
Sorting Facts For Problem Diagnosis

There are three important things to know when sorting facts in order to diagnose problems with a
machine that may not. be working properly.

1. What does the machine do?
When you know what a machine is supposed to do, you can then decide if it is doing what it is
supposed to do. The operator's manual that comes with the machine may help tell what the
machine does.
Let's use the example of a light bulb to illustrate this point. The light bulb is supposed to light.

2. How does the machine do its job?
Read the operator's manual or have someone explain how the machine does its job. Using the
example of a light bulb, the light bulb uses electricity to heat the filament which glows when
heated, giving off light and heat.

3. What are the parts of the machine?
Machines are a system of many parts. Each part has a certain job. All the parts work together so the
machine can do its job. We will again use the example of a light bulb. The parts of a light bulb are:
the light bulb, which consists of the glass, the filament, and the base which makes contact with the
power source. In order for the light bulb to work, it must be connected to a lamp or light fixture
which is hooked up the the power source. The light bulb fits into a light socket on the lamp or light
fixture. The power source for the lamp or light fixture consists of wires or other hook-up devices
to get the power from the power source to the bulb, and a switch to control the flow of power.

Using the above information, you can then begin the check or troubleshoot equipment that may not
be working properly. In the case of the light bulb, if the bulb fails to light, it may not be working.
Why the light bulb is not working would then have to be checked.

In order to trouble shoot a light bulb that does not work, you would first check the parts of the
bulb and ask yourself questions as you checked.

Is the light bulb in a lamp or light fixture? [Check if bulb is loose.]

Is the lamp plugged into a power source? [Check for loose wires or connections.]

Is the switch turned on? [Check if switch is on.]

Are other lights nearby working? [Check other lights. If not, perhaps the power is off.]

Does the bulb light in another lamp? [If yes, then check the lamp or light fixture for problems.]
Then you would check other parts of the bulb for problems.
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# 1 3
Diagram of A Light Bulb

Glass

Contact with
power source

. A diagram can explain the parts of a complex machine more clearly. Compare this
diagram of the light bulb with the description of the light bulb in Handout #12.
Using this diagram, you can see the parts of the bulb and decide which part may not
be working.

IC5
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#14
Troubleshooting a Lamp

Problem: Light does not come on.

Possible Cause:

A. Lamp is not plugged in X

B. Wire or plug to power source is broken X X

C. Fuse or circuit breaker is blown X

D. Switch does not work

E. Bulb does not work X

F. Bulb is loose X
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Occupational Orientation Matrix

The following statements describe various things about working on a job. Answer each statement as
though you were working now at the job of your dreams. Circle whether you would behave:

(A) Always, (F) Frequently, (0) Occasionally. (S) Seldom, (N) Never.

If I were working today:

AFOSN 1. IS . f ii .0 ers,

AFOSN 2. I would like to get as much overtime work as possible.

AFOSN 3. Lytsmistlitielc/laygsampleleteackmranxjsk.
AFOSN 4. I would like to know exactly what my job responsibilities are.

AFOSN 5. I would like to be able to use my own judgement to solve jarobler

AFOSN 6. I would encourage my co-workers to do their jobs right.

AFOSN 7. LyoalsiliiseacIQurassnicieassallajat.
AFOSN 8. J would want my co-workers to do tliejr_jdiljam iayLIWIlials best,

AFOSN 9. I would .cork hard for a job promotion.

AFOSN 10. I would do my work as fast as possible.

AFOSN 11. Lwoaletilesliaa=meatudi en they occur among my co-workers.

AFOSN 12. I would get swamped by too many details.

AFOSN_ 13. I need clear instructions from the boss on how and when things need to be done.

AFOSN 14. I want each worker to have a specific job.

AFOSN 15. I want all workers to follow standard rules and regulations.

AFOSN 16. I dislike a boss who encourages competition in getting the job done,

AFOSN 17. I want my co-workers interested in getting the job right the first time.

AFOSN 18. I want V) be known as a friendly. cooperative worker,

AFOSN 19. J don't want to work_with people with whom I can not be friends,

AFOSN 20. I want to keep learning new and interesting ways to do my job.

AFOSN 21. I do my best when I work with a group of people who get along welt,

AFOSN 22. I work best when encouraged to work harder to help company produce more.

AFOSN_ 23. I think the worst thing is failing to get an important job done.

AFOSN 24. I am disturbed by a lot of bickering and arguing among co-workers,

AFOSN

AFOSN

AFOSN

AFOSN

AFOSN

AFOSN

25. I like a boss who gets the job done.

26. J prefer to spend my leisure timpLiAltuaeoplaialbarisiolvtgaim

27. I would like to have my plans be used to get the job done.

28. I find working with friends more important than getting the job done,

29. I I I' 55 . .
30. I want to be known as a fast and accurate worker.

107



Everyday Basic Skills Module Six

#1 Occupational Orientation Matrix Page 2.

Scoring
To score your questionnaire, write a 1 in the columns by all the items you circled A or F. Next,

circle all the "Is" you have written in front of the underlined items. Count the circled"1's." This is

your People Orientation Score. Write the number here

Next, count the uncircled "Vs." This is your Task Orientation Score.

Write the number here

High Task/Low People High Task/High People
15

14
13
12
11
10

9

4 5 7

Average Task

.6
5

4

3

1

110 11 2 3 1

Low Task/Low People High People/High Task

To locate yourself on the Occupational Orientation Matrix, find your People Orientation Score on the
horizontal line. Next find your Task Orientation Score on the vertical line and place an X in the
quarter that represents your two scores.

People satisfy their needs through work. This can be done by accomplishing things (Task
Orientation) and by being with people (People Orientation). A combination of Task and People
usually meets our needs. Occupations can be classified into families. The People Family of
occupations includes: Service, Business, Entertainment/Education. The Task Family of occupations
includes: Technology, Outdoor and Science. These occupation families are general classifications and
there are many different variations in each family. For example: under the Service category in the
People Family, occupations are: waitress, salesclerk, cosmetology, and nursing.
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#1 Occupational Orientation Matrix, page 3

Service occupations consists of jobs where serving the public in some manner is the primary task.
How and what you do for people, depends upon the job. You could sell items, or perform a service
f_uch as hair styling. Some of the occupations are: waitress, salesclerk, cosmetology and nursing.
There are other occupations included which are not listed here.

Business occupations consists of jobs such as financial (record keeping, statistical analysis),
administrative (office managers and personnel interviewing) and communication (reception and
information order clerk)

Entertainment/Education occupations are those jobs that involve contact with people doing or
learning something such as musicians, teachers, and sports players.

Technology occupations are those jobs where production of goods occurs such machinist, welder,
and plumber.

Science occupations include those jobs in the medical profession such as laboratory technicians,
health care [for example: de-.tal assistants, X-ray technicians] and electronics.

Outdoor occupations include jobs having environmental concerns such as fish conservation, farmer,
forestry/logging.

These are only a few occupational areas. There are many more occupations in each of the categories.
Have your instructor recommend a few guides to use to locate other occupations.

Each of the four corners of the matrix represents a different category. These are combinations of
people and task involvement. The top of the chart shows high task interests, while the bottom of the
chart shows low task interests. The right side (top and bottom) of the chart shows high people interest,
and the left side shows low people interests. Each combination has different meanings according to the
different occupations that could fall into that area. The definitions of the four corners of the chart are as
follows:

Low Task and Low People. [bottom left] Persons in this category could look at occupations
having low responsibility for accomplishing things and little involvement with others: unskilled or
semi-skilled occupations in the Service and Outdoor families.

High Task and Low People. [top left]. Persons in this category could look at occupations in the
Technology, Outdoor and Science families.

High Task and High People. [top right]. People in this category could look at occupations in
Entertainment, Teaching and Sales.

High People and Low Task. [bottom right] People in this category might investigate occupations
in Service, Business, Entertainment/Education.

Average Task and Average People. This category is right in the middle between all of the above.
People in this area might investigate occupations combining Service and Business and
Entertainment/Education with occupations demanding an average amount of responsibility for getting
things done and people involvement such as secretary, sales clerk, receptionist.

This questionnaire is only an indicator of general patterns of interest for future exploration.

1 t;
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#2.
Internal or External?

Occupational Orientation Survey.

Directions: Read the series of statements. There are two alternative statements in each question. Decide how much A
or B sounds like you. You have 4 points to use between the 2 alternatives. If A sounds like you, and B does not, give all
your 4 points to A. Or, if B sounds like you and A does not, give all your four points to B. If you are closer to one than
the other, or evenly divided, divide your 4 points to A or B. See example below.
Example: I prefer: A

A: In the evening to sit home with a good book. 3

B: To go out to a party in the evening.
[Most of the time I like to stay at home and read, but sometimes I like to go to parties.]

1. I prefer . . .

A. To have a lot of friends.
B. To have a few friends with whom I can share ideas and feelings.

2. In my free time.. .
A. I'd rather do something with a group of friends.
B. I'd like to read a book or do a hobby by my self.

3. I would . . .

A. be embarrassed if I wasn't dressed the way most of my friends were.
B. wear clothes that fit the occasion even if I might look different.

4. For me.. .
A. I am most happy doing something with friends or family.
B. I am perfectly happy being alone doing something I am interested :n.

5. I like. . .

A. to chat with store clerks, bus drivers, waiters or waitresses, etc.
B. to just pay for my purchase, order my food, and keep to myself.

6. Generally, I am known.. .
A. as a happy, outgoing person with a lot of friends.
B. as a serious but friendly person with just a few friends.

7. I prefer participating in.. .
A. team sports, for example softball, volleyball, basketball, etc.
B. individual sports, hiking, fishing, swimming, etc.

8. I would rather ..
A. work on project with a group of friends.
B. do the project by myself.

9. When I have a party..
A. the more people there, the merrier.
B. I prefer just a few friends (2 to 6)

10. A successful person is one who.. .
A. gets along with everyone and is a leader.
B. lives up to his/her own standards no matter what happens.

Total each column.

b

A
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#2 Internal or External Page 2.

Write the total number of points for A and B in the spaces below. Then subtract B from A and add 40
points.
A minus B + 40 equals Internal/External score.

0 -20
Internal

21-59
Balanced

6 0 - 8 0
External

Find your score on the chart above.

Knowing your personality is important to consider as you are considering a career. There is no one
alternative better than another. Knowing whether you are an internal or external person can affect your
future satisfaction on the job.

Internal oriented persons prefer to do things alone. They tend to be independent and avoid situations
where they feel threatened. On the job, they prefer to work alone with little or no supervision. They do
not do well as supervisors or managers of other people.

External oriented people need others for a variety of reasons. They like the excitement and action of
larger groups and the attention which the group provides. They like people and feel more comfortable
with other people. On the job they work well with others and develop effective relationships. They do
not like to work alone.

Balanced oriented people are balanced between being around people and being alone. They can
handle either type of situation. On the job they can work well independently and also feel comfortable
with others.

Knowing your orientation can help reduce stressful situations such as an internally oriented person
being forced to deal with large groups of people, or the externally oriented person being forced to
work alone. Consider your orientation when selecting a career. If you already are working, does your
present job fit your orientation? If not, is there something you can change?

4
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What are Your Occupational Values?

Directions: Read each statement and circle the number which best represents how the statement
describes you.
(1) Strongly Disagree; (2) Disagree; (3) Neutral ; (4) Agree; (5) Strongly Agree.

G1 Q
8
tz

e E
cn Z <
1 2 3 4 5 1. It is more important for a job to offer security than opportunity
1 2 3 4 5 2. It would be hard to live with the feeling that others are passing me up in my job.
1 2 3 4 5 3. The kind of occupation I have isn't as important as earning enough money for a

good living.
1 2 3 4 5 4. I want my occupation to provide me the opportunity to acquire new skills and

knowledge.
1 2 3 4 5 5. A very important part of work is the opportunity to make friends.
1 2 3 4 5 6. I want an occupation where I can look forward to a stable future.
1 2 3 4 5 7. It is important in an occupation to have the chance to get to the top.
1 2 3 4 5 8. Success in a job is judged mainly by how much money I make.
1 2 3 4 5 9. I have the right to expect work to be fun and exciting.
1 2 3 4 5 10. I would prefer an occupation with an opportunity to work with people rather than

things.
1 2 3 4 5 11. It is more important that I be able to count on having a job rather than make a lot

of money.
1 2 3 4 5 12. Success in an occupation is when I have respect and recognition from others.
1 2 3 4 5 13. Work is nothing more than a way of making a living.
1 2 3 4 5 14. It is important for me to have an occupation that gives me a chance to develop my

abilities.
1 2 3 4 5 15. It is not right for me to lose friends just to get ahead at work.
1 2 3 4 5 16. The most important factor about an occupation is that I can depend upon it being

there.
1 2 3 4 5 17. Getting recognition for my work and occupation is very important to me.
1 2 3 4 5 18. My occupation has to provide me with the chance to make a great deal of money.
1 2 3 4 5 19. I want an occupation in which I can work with new ideas, be original and

creative.
1 2 3 4 5 20. The main satisfaction I can get from work is helping my fellow workers.
1 2 3 4 5 21. It is important for me to be reasonably sure that my occupation is fairly

permanent
1 2 3 4 5 22. I should try to succeed at work, even if it interferes with other things in life.
1 2 3 4 5 23. To be successful in my occupation, I have to care about making money.
1 2 3 4 5 24. It is important for me to have enough freedom and responsibility to use all my

abilities in my job.
1 2 3 4 5 25. It is important for me to have an occupation where I can work with congenial art

friendly people.
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#3 Occupational Values page 2.

Scoring

Write the number you circled for each of the statements and then add each column to obtain your
scores.

Security
Status
Recognition

Financial
Reward

Self
Expression

Personal
Relationships

1 2 3 4 5
6 7 8 9 10
11 12 13 14 15
16 17 18 19 20
21 22 23 24 25

Total Total Total Total Total

The higher the score you have in a column, the higher the importance ycu give that personal value.
Your scores will vary across all the five values. Knowing what your values are can help you select an
occupation that brings you job satisfaction.

The description of the values are as follows:

Security: This is an important value for everyone. If your score is high in this area you prefer an
occupation that is low risk [stable, permanent and "always there]. Some jobs that have high security
also may have limited opportunity for advancement, and could be lower paying than higher risk jobs.
However, you may prefer to always have a job, even if it does pay less, rather than risk being
unemployed.

Status/Recognition: If you rate this high, you prefer an occupation that has higher social
recognition such as teacher or nurse. Status and recognition mean that people see the job and the
person who has that job as having power, being socially useful, having higher intelligence and higher
salary. Most jobs in this category require college degrees.

F. Ancial Reward: If you rate high in this category, you prefer to make money. People in this
category change jobs frequently in order to get higher salaries. People having this value work harder
than the average person and may be considered a "workaholic" which is a person dedicated to his/her
job before anything else.

Self Expression: If you rate this category high, you prefer occupations that enable you to use your
talents and abilities. You prefer occupations that are interesting, have continued growth and
opportunities for more learning and development. Salary and recognition are of lesser importance to
you.

Personal Relationships: If you rate this category high, you want an occupation in which you
have a chance to develop friendships. You want your job to help you develop a network of friends and
your social life is usually with those people from your job.

Knowing yourself and what is important to you can help you make decisions about occupations that
may bring a greater job satisfaction. If you score evenly across several values, an occupation that
combines those values would be more satisfactory for you.
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#4
Career Planning Questionnaire

Directions: Read each question and circle either True or False as you think is correct.

True False 1. Community colleges and vocational-technical schools are only for people who want
training for a specific job like welding, auto body and repair, and carpentry.

True False 2. The majority of jobs require a college education.

True False 3. In your lifetime you will spend more of your time working than doing anything else.

True False 4. An apprenticeship is one way of earning while learning a job.

True False 5. The biggest effect of work on your life is to provide money for the things you want.

True False 6. Choosing a job or career means selecting one you like and working hard to get the
education or skills needed.

True False 7. If you look correctly, you should be able to find the one job that is "right" for you.

True False S. Choosing the right job is important because you will spend the rest of your life in
that job.

True False 9. People who change occui ations usually did not plan correctly in the beginning.

True False 10. You should choose a job as soon as possible so that you can get the training needed
and not waste time.

True False 11. The best way to begin planning a career is to take a test to see what you should do.

True False 12. Getting a job and trying it is the best way to find out about an occupation.

True False 13. In order to get a job, a liberal arts college graduate must get a graduate degree too.

True False 14. Career planning and making a decision about a job can not be reversed.

True False 15. Most jobs do not require a particular set of skills or abilities.

True False 16. Most people start their careers at about age 20 and go directly to the best career.

True False 17. The major field you choose in college will predict the career you will have after
graduation.

True False 18. There is no set of responsibilities for every occupation.

True False 19. In ten years, most jobs will require at least a college degree.

True False 20. The more work experience you have the more likely an employer will want to hire
you.
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DIRECTIONS TO INSTRUCTOR:
Use the questionnaire as a basis for discussion in career planning. After the students have completed
the questionnaire have them score the answers as follows:

Questions 3,4,15,18 are True. All other answers are False.

Count up the number of correct answers. A score of 18-20 is Excellent, 15-17 is good, 12-15 is Fair.
A score below 12 indicates a need for more information before planning a career.
Answers:
1. FALSE Community colleges and vocational-technical schools offer courses transferable to four year
colleges in addition to the occupational training classes.
2. FALSE. Employment trends indicate that only about 25% of all job openings require a college
degree.
3. TRUE. You will spend more time in work related activities than any other type of activity.
4. TRUE. Apprentices are paid a percentage of a journeyman's salary and you get paid for on the job
training.
5. FALSE. Your job may affect where you live, the kind of friends you have and the kinds of
recreation in which you can participate.
6. FALSE. Having an interest or desire in a certain job does not mean you will have the required
knowledge or skills to do the job. Interests are a good beginning but abilities must be also considered.
7.FALSE. The abilities of most people will qualify them for several jobs that may not be similar.
Interests also change over time and people can choose different jobs with the same skills and abilities.
8. FALSE. The average person will change jobs at least four to six times during a lifetime. This is due
to the changing nature of the work force. Jobs will be phased out and new ones created.
9. FALSE. The workplace may be changing and your interests may have changed too.
10. FALSE. If you are too rigid in your career choice, you have not planned for changes in the labor
market, personal interests, and values.
11. FALSE. Tests will not tell you what specific jobs are right for you. Interest inventories can
compare your interests with certain job families and achievement tests can tell you if you have the
skills.
12. FALSE. This is very time consuming if you were to investigate several jobs in this way. Other
ways to explore job categories would be to talk with someone in the field, or use occupation
handbooks.
13.FALSE. The majority of liberal arts graduates are employed without advanced degrees.
14. FALSE. You can change careers whenever your talents, needs, or the labor market changes.Your
talents, skills, needs and interests are constantly changing and growing shaped by your occupational
experience. You could transfer these skills and abilities to other occupations.
15.TRUE. The majority of jobs except for highly technical ones can be accomplished in different ways
by people with differing sets of talents and skills People are usually hired for their potential to learn
and advance.
16. FALSE. People and their careers change. The skills and knowledge of one job can often be applied
to others. For example teaching skills could be used in real estate, car sales, or insurance sales.
17. FALSE. People with education covering many areas find themselves choosing work usually not
directly related to the major field of study in college. For example, an English teacher becomes a
football coach. [An example: Joe Patemo, Penn State University]
18. TRUE. People in occupations having the title often perform tasks using different skills. They may
have the same responsibilities but use their own style and talents.
19. FALSE. Trends indicate that most jobs will require additional technical training, but less than 25%
will require a college education.
20. FALSE. Previous work experience is important, however employers look for people who have the
potential to learn and grow with the company. Experience is only one factor used in selection.
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Types of Goals:

Long Range Goals: are goals that cover the next 1-5 years. These goals are concerned with the
overall life you wish to live; the type of job you want; whether or not you wish to be married; and the
general situation in wh;-1-1 you wish to live. These goals usually take a long time to achieve and are
accomplished by completing many shorter term goals all related to some part of the long range goal.

Medium Range Goals: cover the next 6 months to one year. They cover the particular kind of
training or education you are seeking, or a step in your career. These goals could be a part of a long
range goal.

Short Range Goals: are the goals for the next 1-6 months. These are very specific goals. These
goals should include a specific time frame for completion. For example: I want to work on computers
(in five years.) I need to take courses on how to operate the computer (1-2 years.) I need to take a
course to learn to type so I can work on the computer courses. A typing course takes 10 weeks. This is
almost 3 months, so I need to take a typing course in the next 6 months. A short range goal is to take a
10 week course in typing.

Mini-goals: are those from now to one month. What do I need to do to reach my short term goal.
List the action you can take now and within the month to get you on your way toward accomplishing
your goal.

have a family
buy a house
get a degree from
college
get a computer job
with higher pay

Long Range Goal

Medium Range Goal

[learn to operate the
computer

Short Range Goal

leam to type so
I can use the

computer

find classes
in typing
and enroll

III

Mini-Goal
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#6
Action Step in Goal Setting

Breaking down goals into action steps is necessary in order to achieve goals by specific
dates. Look at the Goal Flow Chart below. Then answer the questions on the bottom of the
page.

have a family
buy a house
get a degree from
college
get a computer job
with higher pay

Long Range Goal

Medium Range Goal

[learn to operate the
computer

Short Range Goal

find classes
in typing
and enroll

1. What is one long range goal?

Mini-Goal

2. Does the medium range goal fit into a long range goal? If so where?

3. Look at the long range goals, then plan another medium range goal using a different
long term goal.

4. What would be a short range goal for the medium range goal named above.?

5. What could you do right now to get ready for the short range goal?

1 7
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In setting up action steps to achieve goals it is necessary to ask yourself some questions.

1. What do I want to do?

2. How long will it take me to do this?
Depending upon the length of time, this could be a long range, medium range or short
range goal.

3. Where will I need to do this?
This could could be a geographic location or it could be a a type of job. For example: If I
want to grow tropical plants, I could move to a tropical climate, or I could work in a
greenhouse and grow them here.

4. What are the step by step procedures I will need to follow to achieve my goal?
These can be mini goals, short range goals or medium range goals, or any combination
of these goals. It depends upon which level of goal you are working on. For example: I
want a job in Harrisburg. [Long term goal] I want to buy a car. [medium range goal] I
need to save a little more money for a down payment for the car. [short range goal] You
could get the job in Harrisburg first, and travel with someone who is driving there
while you save money to buy the car. Or, you could save money to buy the car and after
the car is purchased, then find a job in Harrisburg.

5. Are there any problems I might have in doing this?
Problems might occur at any level, long range, medium range, or short range. It is good
to anticipate what possible problems might occur so that you can try to avoid them or
deal with them.

6. How will I overcome these problems?

7. What time schedule should I set to achieve my mini-goal?
If you are working on a mini goal which is an immediate goal, how much time are you
willing to give yourself to complete this goal? This is a critical area. If you put off doing
the small things you can do immediately, then you will put off doing the other goals.
After awhile you will look back and find nothing has been achieved.

1
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My Dream Job

Pack your bags and get ready. You have used a magic wand and for one week you can
have any job you want. Using what you know about yourself and your career values,
select your perfect job. Wave your magic wand and you will automatically have this job
in another city or state. Whatever you decide is your perfect job will be yours, but it
must be realistic to fit your job values.
Answer the following questions about your new job:

Your job is:

The place where you work is called:

What is your title:

Describe the place you work. What does it look like?

In what city or state is the job located?

How long did you attend school? Did you get a degree?

What kinds of previous experience or other work experience do you need?

List 4 skills you need for this job.

Poof! Now your week has ended and you are back to reality. List 4 skills or experiences
you have NOW that could lead to the job that you imagined.

Most people start at the bottom: Then they prove themselves. They get more training and
education. Then they move up. Below or on the back of this page describe the kind of job
you are qualified for now, or could get today that would give you some experience. Then
tell your next steps:

Job I am qualified for now:

Next I would get this type of training or education:

Then maybe I could do:
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My Dream Job

Action Steps in Goal Setting

Deciding what to do when is necessary if we are to achieve our goals. Look at the bottom
part of "My Dream Job." Begin thinking about the job you are qualified for now. Think
about how it compares with your dream job. What type of education or training do you
think would help you get closer to your dream job?

Using the action steps in goal setting begin to think about goals to achieve that dream
job.

1. Long range goal (1-5 years)
I believe the following action steps will help me reach that goal:
a).
b).
c).

2. Medium range goal (6 months to 1 year)
I believe the following action steps will help me reach that goal:
a).
b).
c).

3. Short range goal (1 month to 6 months)
I believe the following action steps will help me reach that goal:
a).
b).
c).

What can you do right now to start you on the path to your dream job? (mini goal)

12 o
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#8
My Barriers

By now I guess you know that nobody is perfect. Every employer has some things he/she is not
proud to have in the workplace. Every job seeker also has things about which he/she is not proud.
These are not weaknesses. Instead, they are areas to improve. If you are asked about what your
weaknesses are, simply say, "I don't call them my weaknesses, but they are things I want to
improve."

Look over the checklist below of possible areas to improve. These are called barriers. These are
things that get us down and make us think that no one would hire us. Other people have managed to
overcome these problems. Next to the check list are some examples of how others have changed or
faced these barriers. You may have also overcome some of these barriers. If so, write down how you
did overcome the barrier. Your instructor may want to discuss this in class.

Barriers What Others Have Done

I have no job experience Do volunteer work. Prove you can learn and
have good work habits.

I don't know how to interview or
look for a job.

I have an arrest record

I got fired

changed jobs a lot

I never got a diploma Enroll in GED classes

have no transportation Look for someone to ride with

I am too young (or too old) Find other people of your age and find out
how they found their jobs.

Take classes to improve your skills

Tell what you have done to change.
Get new friends and change your life

Show what training or classes you have
taken to improve.

Show how your last job was not right foryou
and how your new line of work will suit you

No one hires people of my background, Get letters of reference from trustworthy and
race, or sex important people

My English is poor Enroll in improvement classes

I have no confidence Find other people with these problems and
ask how they were successful in getting a job

I have a disability Get special training to overcome your disability
as much as possible.

12i
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Transportation For Employment

Assume that you find a dream job and will start to work next week. Answer the following questions
about transportation to work.

A. How will you get to work?
1. Public transportation.

taxi, bus, other.
What is the cost ;.); this transportation per day?
What is the cost of this transportation per week?
Does the schedule match your work schedule?

2. Private transportation.
your car, carpool with someone, other.

What will the cost be per day?
What will the cost be per week?
Is this transportation available when needed?

B. If you do not have a driver's license, fill in the information below.

Do you want to learn how to drive?
Where could you find out more information?
What would be the cost to learn how to drive?

C. If you have your driver's license but do not have a car, fill in the information below.

Do you have a car you could borrow?
Do you want to get your own car?
Where would you look for a car?

Check off which of the following you would do to find a car.
a) talk to friends and neighbors about available cars.
b) use the classified advertisements in newspapers.
c) check used car dealers.

D. How much would it cost to buy a car? Use space below to figure out the amount of money
Cost of car.
Down payment necessary.
Loan interest.
Monthly payment.
Insurance payment (per year or monthly).
Gas/oil.
Car Repairs.
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#10

Describe your career plans.

1. What are your job goals?

My Career Goals

2. What steps would you take on and off the job to achieve these goals?

3. Put your job goals into the following categories:

Long range goals: Things I would do within 1 to 5 years.

Short range goals: Things I would do within 6 months to 1 year.

What can you do now to work toward these goals?
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S Questions for Self Evaluation

Setting and achieving goals takes planning and evaluation. You must set goals for
yourself and then after a period of time, evaluate how well you met your goals. Setting
goals for yourself to achieve on the job and then reviewing them can let you know
whether you are continuing to grow on the job or whether you are at a dead end.

Answer the following questions about your present job. Use your answers as an aid in
making decisions about your future on your job.

1. How do I get along with my boss?

2. What are my strong points and capabilities?

3. What are my weak points?

4. How will my supervisor evaluate my work?

5. Can I find out which parts of my job are important?

6. Do I need additional training for this job?

7. Do I need additional training for another job I would like in this company?

8. Where do I want to be in the company in a month? In a year?

9. Will there be chances for promotion after two years if I get the proper skills?

10. Is this job in line with my career goals? If not, what are my plans for reaching my
goals?
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S Work and Home Worksheet I

I. What are some of the parts of your job that you enjoy and look forward to doing?

2. What are some of the parts of your job that you find unpleasant?

3. Are there some ways that you can change your feelings about the unpleasant parts of
the job?

4. If you can't change your feelings about the unpleasant parts, what alternatives do you
have?

1.0
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Work and Home Worksheet H

1. Have you ever come to work under the influence of alcohol or drugs?

2. Have you ever had a hang-over at work?

3. Do you have frequent arguments with spouse, parents or children at home?

4. Do disagreements interfere with your job?

5. Do you spend all your money instead of saving part of your paycheck?

6. Do you borrow money from your friends?

7. Do you regularly keep late hours on work nights?

8. Have you ever fallen asleep on the job?

Answering yes to several of these questions may mean your personal life has some
problems that may be affecting your work.

What could you do to change the "yes" answers?
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Work and Home Worksheet 11;

1. How much time per day do you spend on things and concerns in the following areas:

Work number of hours per day.

Home number of hours per day.

Yourself number of hours per day.

Include in each section the amount of time spent thinking about one of the categories, as well as time
spent in that environment. Add up the categories.
For example:

You spend 7 hours per day at work. But current problems at home have forced
you to pay personal bills on company time or make telephone calls to home
or about personal subjects. Therefore, you figure you spend 2 hours at work
worrying about things at home. When you get home, your family has things you must
do for them, rather than watching a television program you really wanted to see,
or going out with friends. What time you do spend per day in each area.

Work 12 - (Worked late plus time driving to and from work)
(Taking care of or thinking about problems at home) =10 hours work

Home 6 + 2 (at work) - family things (laundry, cooking, dishes,
child care, cleaning, etc.)

Yourself 6 (taking a shower and sleeping)
= 8 hours home
= a_hours yourself

24 hours

If you know that you need 8 hours of sleep per night, are you able to get this much sleep?

Is this schedule evenly divided? What category or categories are short changed?

What can you do to change this?
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Is It Time For A Change?

Before you decide whether it is time to change jobs, ask yourself some questions.

Do I still have the same career goals I had when I took my present job?

Do I need to change jobs in order to reach the goals I have?

Have I explored every chance for moving up at my present company?

Did I get enough experience to qualify for a better job at another company?

Do I have the training or skills to get a better job?

Have I worked at this job long enough to get good recommendations?

Will a new job give me a chance for more growth and better pay?

If you answered yes to every question, you are probably ready to change jobs. However,
if you answered no to several of the questions, reevaluate your plans. Look into training
programs, or search for ways to make the job more interesting.

1
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lb Guidelines For Advancing At Work

1. Decide what your job goals are. List them here.

2. Approach supervisors to request promotion by waiting until it is convenient for them
to talk; choosing a private place to talk; selecting the right time to make a request; and
being prepared to justify the request by demonstrating extra effort and qualifications.
Write down how you would do this.

3. Determine when you have outgrown your present job and should look for a aew one.
[See Handout #15] "Is It Time For A Change?"

4. Resign from your job in a positive way.
Briefly give your reasons for leaving in the space below.

5. Use layoffs in a positive manner as a time to reassess your present job and redefine
your job goals. If you are on layoff from a job, do you want to return to work at the same
company? If yes, why?

If no, why?

I 9
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"Who Am I - In The Mirror?"

1. You just looked at yourself in the mirror. You saw a person there. Describe the person you saw.
Include as many details about yourself as you need to describe yourself.

2. Change your seat and sit next to someone you do not know and perhaps have not met.
Describe this person without talking to them.



Everyday Basic Skills Module Seven

"Unhappy Times"

Write down any past unhappy things that may have happened to you in the past. Include times
when you felt unhappy or were hurt. Describe as much as you want. No one, except you, will
know what is written on this paper. Then fold this paper and await directions.

3A
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#3
"Who Am I?"

Read the statements below. Decide how much the statement sounds like you. Put a score from 0 to
5 in the blank. If the statement really sound like you, score a 5. If part sounds like you, score less.
If the statement does not sound like you at all score 0.

I am a person who . . .

1. gets unhappy at times about what I am doing.
2. is usually very pleased with myself.
3. is as good looking as most people.
4. is very quiet in groups because people might laugh at me.
5. learns things fast.

6. has many skills and talents.
7. thinks I am not a good person.
8. wants to change a lot about my appearance.
9. is usually a fun person to be around.
10. can not concentrate when someone is talldng.

11. can do many things as well as most people.
12. can be counted on to help.
13. is of average size.
14. tries to be what other people want me to be rather than what I am.
15. has a good memory for many things.

16. has a creative mind.
17. has a very confused life.
18. is very concerned about my health.
19. is as popular as other people.
20. is easily upset when I must answer questions in a group.

21. has problems solving puzzles or figuring out solutions to word problems.
22. is usually pretty calm about things.
23. is just the right size.
24. is usually picked on by other people.
25. gets very upset when I am being tested.

26. finds it hard to understand myself.
27. doesn't think very much of myself.
28. is not very big and doesn't have a nice shape.
29. can make friends very fast.
30. gets things lone on time.

.3.t.
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Scoring

Positive Self Concept Negative Score
2,12,22 P In General - I am a person 7, 17, 27 N P - N =

6,11,16 P Thinking Abilities 1, 21, 26 N P - N =

3,13,23 P Physical Appearance 8, 18, 28 N P - N =

9,19,29 P Social Relationships 4, 14, 24 N P N =

5,15,30 P Continued Learning 10, 20,25 N P N =

Add the points you gave to each of the statements. Subtract the negative score from the positive
score and put the answer in the Score column at the end of the

Add all the answers in the Score column and put the total on this line.

The total score indicates your opinion of yourself.

Your opinion of your self is called a self concept. It is how you think about yourself. The five
scores in the different self concept categories give you an indication of how you feel about yourself
in that category. The higher the score, the higher your self concept. The highest possible score on
the scales is 15. The highest possible total score is 75. A lo).,, score on any of the 5 categories
might be 0. A low overall score is under 20.

This exercise is intended to show you your opinion of yourself. It does not rate your abilities in
these areas. Your abilities may be very different from how you think of yourself. Example: you
may think of yourself as fat, yet in reality, you are actually 20 pounds below the suggested weight
for your height.
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Ten Steps To Brighten Your Life

1. Begin the day in a calm and cheerful mood. Say, "This is going to be a good day. I am going to
be calm and cheerful right now." Then reach over and pat yourself on the back several times and
say "I'm good at:

(subject or area)

2. Try smiling at others --make believe your underwear is tickling you. A smile is contagious and
you will feel better as others smile at you. Set a goal to smile at the first 5 people you meet each
day. Then, the next week increase it to the first 6 people you meet and so on.

3. Count your blessings - - list them one by one. Did you ever realize the real wealth you have?

4. Enjoy this day with beautiful thoughts and pleasant memories. Live life one day at a time. Write
down all the good things that happened to you today. Review this list every week.

5. Be adventurous. Try walking and see new neighborhoods, new buildings and parks, new
scenery.

6. Give a friend a phone call or write a letter. Tell them you were thinking about them, encourage
them -- encouragement is oxygen to the soul.

7. Be a happy person, see the bright side of life, shun the gloom. Having a cheerful, loving
attitude lends itself to your best health.

8. Do a good deed, buy a book or giye something beneficial to a loved one.

9. Look at yourself in a mirror and tell yourself "I like you."

10. Do something you enjoy today -- just for you give yourself a treat.

_ 3 tK
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Thinking About My Self Esteem

The way you think about yourself affects the way you live:

your actions, thoughts, and feelings about yourself and others.

_whether or not you plan and achieve your goals for your life.

High Self Esteem can make you feel:

Competent

Skillful

Loved

Proficient

Low Self Esteem can make you feel:

Incompetent

Worthless

Unloved

Unproficient

You can improve your self esteem. You need to feel good about yourself and tell yourself you are

capable of achieving many things. Do not relive past failures but close the door mentally and go

to better things.
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Personality Profile

Complete the sentences below by writing down your thoughts. This is not a test, there are no right
or wrong answers.

The things I like about myself are:

When I have time I like to:

My friends feel that I am a:

I am good at these things:

I wish I could do:

If I had a lot of time I wish I could:

Making an important decision makes me feel:

I know I have made a good decision when:

The type of work that I am really interested in is:

In the future, I would like to have:

My best job was:

What I liked about the job was:

Things I did not like about the job were:
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Being a parent makes me feel:

The hardest part of being a parent is:

I would most like to be remembered for:

If I could only save one thing from my house it would be:

The reason I want to save this item is because:
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"The Me Nobody Knows"
My secret self

We all have a dream of what we would like to be or what we would like to do. Some of us do
accomplish these dreams, especially if it is something we really want to do. However, if our dream
involves becoming someone else, these dreams are more difficult to make happen. Knowing what
these dreams are can give us some insight into what is important to us.

For example, you may have a dream to be President of the United States. It's unlikely that you will
be able to become well known and rich enough to run for the office of President. However, you
might look into a career in politics in your town, working on various political committees, or
township committees and perhaps running for township supervisor and county commissioner. Or
you could look at various state or federal civil service positions that would bring you in contact
with political offices.

What is your dream? Think about it and describe it. How long have you had this dream? Why do
you think that this job, or person is so interesting?

Describe below your secret dream for yourself or a secret dream you may have for your child.
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Personality Mosaic

Read the statements below. If the statement describes you, circle the number.

1. It is important for me to be physically fit.
2. I need to understand things.
3. My moods are dependent upon music, color and pretty things.
4. I like and need to have people around me to give my life more meaning.
5. I really know that I can do many things.

6. I need clear directions when I am trying to do something.
7. I can build or fix many thir myself.
8. I can spend hours trying to Liink things out.
9. I love beautiful places, with pretty colors and nice things.
10. I love to have company.

11. Competition is exciting.
12. I can't work in a messy place, I must first clean up.
13. I love being creative with my hands.
14. I often think about new ideas.
15. I love to find new things to do.

16. I enjoy sharing my personal life with other people.
17. I enjoy leading others.
18. I am very careful about my work and try to work out all the details.
19. Messy hands are just a part of working and I don't mind that.
20. Education never ends since I am developing my mind.

21. I love to try new styles and colors and look different when I dress.
22. People just seem to come to talk to me because I can tell when they need to talk to someone.
23. I love organizing people and projects and having things happen.
24. In order to get jobs done, I need to stick to a routine.
25. I like to be sensible when I buy or make things.

26. Some days I just daydream, work on crafts, or read.
27. My imagination is important.
28. I like taking care of people.
29. I love to be needed to get a job done.
30. When I do a job I am very thorough and complete.

31. Hands on activities are more fun for me.
32. Some subjects really capture my interest and I love to find out a lot about them.
33. I am very creative and love new ideas.
34. In order to solve some of my problems, I must talk them out with someone.
35. Success means having very high goals.

36. I like being responsible for making decisions.
37. When I have made a decision, I don't like to spend time discussing it again.
38. I always think through a problem completely before I act on it.
39. 1 like to move things around a lot so everything looks different.
40. Friends are important to me when I am unhappy.

134,)
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41. I prefer to do the planning and have others do the work.
42. I like being where I am.
43. I am an outdoors person.
44. Why is important to me.
45. Moods and feelings are expressed on my job.

46. Helping people to care more for each other is important to me.
47. Taking part in making important decisions is exciting.
48. I would rather that someone else was in charge.
49. I don't like fancy surroundings.
50. I like to continue to think about a problem until I have solved it.

51. I enjoy the beauty of nature.
52. I like close friends.
53. I really want to move up in my job.
54. I like doing part of my work each day so that I am always "caught up"
55. I like rules and order because things are less upset that way.

56. A good book is one that I am able to think about afterwards.
57. Art, plays, and films are important to me.
58. I like to know how people are doing especially if I haven't seen them in a long time.
59. Influencing other people is fun.
60. If I say I will do something, then I make sure everything is done.

61. Doing hard physical work is good for you
62. If I am interested in something, I want to know everything about it.
63. I want to be different from other people.
64. Helping people is important to me.
65. You won't get ahead unless you are willing to take chances.

66. When I start something new, I want clear directions and explaining.
67. If I were to buy a car, the first thing I would check is the engine to see if it is well built.
68. People who are intelligent are interesting to me.
69. When I get involved in a new project, I forget everything else.
70. People who need help worry me.

71. I love to teach people new ideas.
72. I like things to stay the way they are without changing.
73. I can keep cool and get things done in an emergency.
74. New discoveries are so exciting that even just reading about them is fun.
75. Creating new things or ideas is fun.

76. When I see someone who is lonely, I try to do whatever I can to help.
77. I enjoy bargaining.
78. If someone in charge doesn't like what I am doing, I won't do it.
79. Sports provides good exercise.
80. I am interested in nature.
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81. Doing or trying something different and unusual is fun.
82. Most people are good.
83. If at first I don't succeed, I try again.
84. I like to know what I am expected to do.
85. Discovering how things work and fixing them is exciting for me.

86. I can plan things out if I keep calm.
87. Life without beauty would be dull for me.
88. People often talk to me about their problems.
89. When I need to know something, I usually have somebody who can tell me about it.
90. I like plain and simple things to be happy.

Transfer the circled numbers to the columns below.

R I A a E C
1 2 3 4 5 6
7 8 9 10 11 12

13 14 15 16 17 18

19 20 21 22 23 24
25 26 27 28 29 30

31 32 33 34 35 36
37 38 39 40 41 42
43 44 45 46 47 48
49 50 51 52 53 54
55 56 57 58 59 60

61 62 63 64 65 66
67 68 69 70 71 72
73 74 75 76 77 78
79 80 81 82 83 84
85 86 87 88 89 90

Total the amount of each column.

R I A S E C

What areas are your three highest scores?
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Find the three areas in which you scored the highest. Read the descriptions of that personality type.

R = Realistic Personality
A Thing Person. Attention is focused on own body. Is very independent, strong, maybe pushy.
Likes to explore things using hands and eyes. Expresses feelings and solves problems by using
his/her body. Is a risk taker; enjoys the outdoors, money, and problems with clear answers.

A = Artistic Personality
An Information/Thing Person. Centered around feelings, body and thinking. Prefer to use logic to
decide things rather than asking someone else. Loves change, and difficult problems that have
many alternative solutions. Loves to read and explore new ideas.

E = Enterprising Personality
A People Person. Is centered around projects. Is full of energy, lively, confident, and a leader.
Likes to deal with people using feelings, words and thinking skills. Loves organization, managing,
exciting times, and leading people. Is a risk taker.

I = Investigative Personality
Information Person. Is centered around the mind. Is independent, curious, intelligent, inward
dwelling, and different. Explores ideas using reading. Prefers to think out things rather than
relying on people. Is intelligent, logical thinker. Likes complicated problems.

S = Social Personality
People Person. Is a feelings centered person. Is a sensitive leader, responsible and likes helping
people.
Uses feelings, words and ideas with people. Is less interested in tools or physical activities.
Likes close friends, being in charge, has empathy with people, and likes spontaneous activities.

C = Conventional Personality.
Information Person. Is very organized and accurate. Not easily upset. Is logical, responsible.
Prefers security, certainty, status symbols. Follows rules.

Do any of these personality types sound like you? You may be a combination of several of these
personality types. Knowing what personality type you have may assist in understanding yourself.
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The Perfect Person

Have you ever seen a perfect person? If not, could you imagine what a person person would be
like.

Describe the appearance of a perfect person.

How does this perfect person behave at home?

What does the perfect person do at work?

What type of friends does a perfect person have.?

In what way could you like a perfect person?

In what way are you different from the perfect person?

Should I act perfect? Will this be a problem?

i e
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Truths

If things are true, then it agrees with experience, facts or what is reality.

Read the following statements. If you agree with what it say, do nothing. If the statement is
untrue, rewrite the statement to make it true.

You should always be good.

I must always get what I want.

Everything I learn is important.

Expect the worst.

Only one way is correct.

Thinking about mistakes helps you correct them.

In order to have a lot of money, you must work hard.

Things are getting better in the world.

Punishment is correct for those who do wrong things.

Friends will never hurt you.

What are other truths that you believe?
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Do You Agree?

Read each of the following statements. Decide whether or not you agree with the statement. If you
disagree with a statement, draw a line through the statement. If you strongly agree with a
statement, underline it.

ALWAYS BE FAIR AND JUST

PEOPLE CHANGE FASTER FOR FAMILY THAN FOR FRIENDS

IF YOU ARE RIGHT, THEN THE OTHER PERSON IS WRONG

KEEP YOUR PROBLEMS TO YOURSELF, NEVER SHARE PROBLEMS

ALWAYS SHOW TRUST AND CONFIDENCE.

THE GOAL IS TO BE PERFECT

RULES SHOULD BE FEW AND SIMPLE

NEVER SAY HARSH OR UNKIND WORDS

BE KIND AND COURTEOUS

IF ONE FAMILY MEMBER IS UPSET OR DEPRESSED, THE WHOLE FAMILY SHOULD
SUFFER.

THINK OF YOURSELF FIRST.

COMPARING ONE FAMILY MEMBER TO ANOTHER IS OKAY

IF AT FIRST YOU DON'T SUCCEED, QUIT

THERE ARE TWO SIDES TO EVERY ARGUMENT, THE WINNER IS THE ONE WHO
YELLS THE LOUDEST.

IF SOMEONE NEEDS HELP, HELP THEM FIRST BEFORE YOURSELF.

14
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You Decide

These are four people who live in the same apartment building as you. As each of you goes to the
basement to do the laundry, you all talk among yourselves about events in your lives. These are 4
of the stories that could have been discussed among you. Give each one an ending.

Lindsey has lived at home for 19 years. She just finished high school last year. She has gotten
along well with her parents, but she is beginning to feel that she wants to go out on her own and
have her own apartment. Finally, one day she tells her parents [ you fill in what she says.]

Brandon decided that he needed to be making money by the time he was 18. His family had a lot of
financial pressures after his father died. His mother had worked to support Brandon and the other
two younger children for 2 years while he finished high school. Now Brandon wanted to help
relieve some of the financial burden. He decided to look at the options available at the local
schools. He had to have some type of marketable skill or be forced to work at common labor jobs
with less money. He decided [you finish this story]

Jessica wants to work with blind children. She is now working as a camp counselor at a summer
camp for blind children. Jessica feels she cannot wait until she completes college to start working,
but she knows that a college degree will open more doors for her. After much thinking and talking
to college advisors and friends, she decides to [you tell what she decided]

Justin is very intelligent, loves math and working with numbers. He is very good at repairing
machines and cars. College is too expensive for him and his family to afford and Justin doesn't
like the thought of sitting in a classroom for 4 years more. After much thought, and talking with
his parents, decides to [you tell what he does]
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Wardrobe Analysis

Go through your wardrobe and complete this form. Fill in according to what clothing you already
have. Once this is done, it will be easier to decide what you need. When buying new clothing, try
to color coordinate the new items with clothing you already own. This will help you to create more
working outfits with fewer items thus reducing expenses.

S
U

I

T
S

J
A

C

K

E
T
S

B

L

0
U

S
E

S

Have Need Color Description Coordinates with these items
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Have Need Color Description Coordinates with these items

S

E
A

E
R

S

S

R

T
S
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Your Ideal Life

Let's day dream for a little while and think about the things you would really want to have in your
life. If you could choose to have certain things in your ideal life, what would you choose?

Describe an article of clothing that you want

Describe the ideal job you want

Your ideal home

Your ideal partner

An ideal place to live

The ideal training to get the job you want

Something else that you want

/ 43
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#15 Fun Things I like

What things do you like to do to have fun. Is it acting foolish? Is it going to a certain place? Is it
being with certain people? Do you find it fun to joke or tell silly stories? Are sports or games fun?

List 5 things you do that are fun. With whom do you do these fun things?

Fun Things With Whom

1,

2

3.

4

5.

What is your idea of fun?

List 5 things you would like to do but have not tried yet. With whom will you do these things?

Fun things to do With Whom

1.

2.

3.

4.

5.
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You have worked very hard. Now give yourself a treat. It is something that you have wanted for a
long time. Perhaps it is something to eat, or something to wear. Perhaps it is even a place to go.

Your treat may be something that you have wanted but denied giving yourself for a long time.
Perhaps you never thought about being good to yourself and giving yourself treats. Now is the
time. Be extra nice to yourself. You deserve it.

Some very special treats. These things you would REALLY love:

1.

2.

3.

4.

5.

Describe which of the things above you would really love the most.

What it is?

Describe your treat in detail.

What will you have to accomplish to earn the right to give yourself this treat?

1 Si
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A need is not always a material thing. Each of the items listed below is a need for many people,
and not one is a material thing.

Some people have greater needs for one or another of the items. Some people have less needs for
the items. Decide which level of need you have for each of the items listed. Then decide what you
can do to satisfy this level of need.

Circle the level of need you have now for each of the items listed. Then describe how you can best
meet this level of need.

Need For:

Respect

Level of Need

Low
Medium
High

How to Meet This Need

Communication Low
Medium
High

Security Low
Medium
High

Companionship Low
Medium
High

Understanding Low
Medium
High

Independence Low
Medium
High

Trust Low
Medium
High

4.4
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Circle the level of need you have now for each of the items listed. Then describe how you can best
meet this level of need.

Need For: Level Qf Need How to Meet_This Need

Achievement Low
Medium
High

Acceptance Low
Medium
High

Freedom to Low
Explore Medium

High

What are some other needs that you have?

Nee'3 For Level of Need
Low
Medium
High

How to Meet This Need

Low
Medium
High

Low
Medium
High

1 c-
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Worksheet: Maslow's Hierarchy of Needs

Each of us has needs that we must consider in order to achieve a sense of self worth. Some of
these needs are material things. Some are not. Needs can be categorized into different levels that
we must complete before continuing onto the next level. If you do not meet all your needs at one
level before going onto the next level, you might feel somewhat unsettled or disorganized or too
spread out. In order to form a strong base, basic categories of needs should be met before going on
the next level. This is similar to building a building by placing one block upon another. Think of
these blocks as forming a pyramid, with the strongest most important needs at the bottom and
building up to a peak. Goals are set to accomplish the needs at the level in which you are working
and then, when the goals are achieved, new goals for the next level can be set.

Look at page #2 : "Be A Star!" The needs at the bottom of the pyramid are the basic needs: food,
shelter and clothing. Each of us must have these basic needs constantly. The next level builds upon
the basic needs by adding additional items such as security and money.

Use Handout # 17 "Common Needs" and decide where on the pyramid you are. Put an X on the
level. Tell how you know that you have met the previous levels needs.

Can changes in your life cause you to change levels on the pyramid? If so tell how.

What goals will you need to set in order to climb higher on the pyramid? List the goals here.

Are the goals long term, short term, or mini goals.?

What do you plan to do first?

1 r";



Everyday Basic Skills Module Seven
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Worksheet: Maslow's Hierarchy of Needs

Answer Sheet

Each of us has needs that we must consider in order to achieve a sense of self worth. Some of
these needs are material things. Some are not. Needs can be categorized into different levels that
we must complete before continuing onto the next level. If you do not meet all your needs at one
level before going onto the next level, you might feel somewhat unsettled or disorganized or too
spread out. In order to form a strong base, basic categories of needs should be met before going on
the next level. This is similar to building a building by placing one block upon another. Think of
these blocks as forming a pyramid, with the strongest most important needs at the bottom and
building up to a peak. Goals are set to accomplish the needs at the level in which you are working
and then, when the goals are achieved, new goals for the next level can be set.

Look at page #2 : "Be A Star!" The needs at the bottom of the pyramid are the basic needs: food,
shelter and clothing. Each of us must have these basic needs constantly. The next level builds upon
the basic needs by adding additional items such as security and money.

Use Handout # 17 "Common Needs" and decide where on the pyramid you are. Put an X on the
level. Tell how you know that you have met the previous levels needs.

Students will be at different levels. Some may have achieved parts of several different levels.
Place the X at the lowest level that needs to be completed. For example: V the student does not
have a stable home environment, the first basic level of food, shelter, and clothing may still need to
be achieved.

Can changes in your life cause you to change levels on the pyramid? If so tell how.

Occasionally the structure may crumble due to the loss of a spouse or job. In that case, you must
work back through each level to repair the damage, starting at the lowest level needed. For
example: if a job is lost, the basic needs of food, shelter and clothing may be threatened. If a
spouse leaves or dies, the second level of security may be threatened and well as level three: love.

What goals will you need to set in order to climb higher on the pyramid? List the goals here.
Students should evaluate their current situation: Do they have the basic needs met? If not, what
steps are necessary. For example: V the student has recently separated and is looking for a place to
live, and a means of paying for food, the first step would be to find a means of renting an
apartment either through public assistance or sharing an apartment. That would be the first goal.

Are the goals long term, short term, or mini goals.?
Depending upon the level, the goals could be mini goals [needing to be completed in a few days or
weeks] or long term goals capable of being spread out over a year.

What do you plan to do first?
Answers in this area depend upon the level the student is working on. Obviously if food, shelter
or clothing are needed, then this should be the first priority. If security or safety is a problem, then
seeking assistance should the the goal.

L) II
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Free
to be
Me!

Freedom

Be all

you can

Independent

Self
Esteem

Praise

Self Approval

Assertive

Aware of Abilities

Family, friends
Love and Respect

Belonging,

Acceptance: by self
and by others

Safety and Security:

Trust, security, money

education, realistic goals
encouragement

Survival needs:

Food, Shelter and Clothing
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Pyramid of Needs

Freedom
to be me !!!

Independence
to do what you want

within your responsibilities.

Esteem Needs: Approval of yourself
and your goals as important. Feeling good

about yourself. Assertive: Aware of strengths
and weaknesses and accepting them. Understanding

your values and responsibilities and trying to live up to them.

Belonging Needs: A family, friends, community, church, receiving
love and respect from these people or place. Acceptance of you as a person.

Safety and Security Needs: Safety means no fear of danger. And Security means
able to communicate with others. Able to provide and maintain yourself. Using education

skills. Obtaining money by using knowledge obtained from education. Able to trust that family
and job will be there. Setting realistic goals that can be met. Confident about yourself and trusting.

Survival Needs: Food Shelter, clothing. Answering the basic questions: Do you have a place to live with
heat and water? Do you have food for 3 daily meals? Suitable clothing for the weather and in good repair?

If you do not have all the items mmtioned in each of the levels above, then you have not achieved mastery
of that level. Goals should then be set to complete the various levels beginning with the lowest level.

1. What level are you at?

2. Why do you think this is correct?

3. What goals do you need to set to complete that level and move on to the next higher level?

4. What will you do first?
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and

Prove= A Crime

Can you list 7 items found in this pocketbook that should be changed?

1

2.

3.

4.

5.

6.
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Answer Sheet
Organize Your Pocketbook

and
Prevent A Crime

Very often it is the little things we overlook that can make the difference in crime prevention. It is
not what you do but sometimes what you don't do that is important.

Here is your lucky 7 of what n to do. Were you able to spot them?

1. Bank envelope with large amount of money. Pay by check when possible.

2. Bank deposit slip showing account number which could allow cashing of checks by
merely writing bank number on back of check.

3. Keys with full identification of name, address, telephone number. Should have only
telephone number and perhaps a first name.

4. Food stamp books with identification card attached.

5. Combination of large bills and coins together in a change purse. Bills can be easily
dropped while reaching for a coin.

6. Keys to house and car on the same key ring. Lose the set and you have problems
entering your house or apartment

7. Open unsecured handbag. Items can drop out if upset, even accidentally.

15
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The office is becoming a high crime area. Employees are losing money from their
pocketbooks or desk. Personal items such as radios and picture frames are also being taken. Desks
are often unlocked, pocketbooks left out unprotected while the employee is busy away from the
desk. Lockers may not be properly locked in the employee lounge area.

Some hints to reduce the likelihood of theft:

1. Never leave your pocketbook in an unprotected location such as a desk, open locker or
out in the open. Instead, lock your pocketbook in a desk drawer, locker, or file cabinet.

2. Never leave the office open and unprotected while you attend to duties elsewhere.
Instead, lock the office if possible, or put away small items such as calculators and lock the
desk.

3. Never leave amount of money on the desk or in the top drawer. Instead, place money in
an envelope and put it in a drawer capable of being locked.

4. If you work alone over lunch hours or late after office hours, lock your office door. This
will reduce the likelihood of unwanted assault.

5. If you bring personal items such as radios, coffee pots, etc., to the office, make sure
they are engraved with your name and driver's license number for identification. This will
identify your possessions in case of possible theft or misappropriation by others.

6. When entering or leaving your car, always park in a well lighted area if you work late,
and lock the car. Avoid getting into elevators with a stranger. Either use the stairs or wait
for a different elevator.

7. Be aware of any strangers hanging around, especially if you work alone frequently.
Have the local police telephone number pasted where it is visible at a glance. Call police if
you suspect danger.
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Supermarkets, the most frequent shopping destinations, are often high-crime locations.
Recently several women have had their pocketbooks stolen, or more frequently had wallets stolen
from pocketbooks in supermarkets. Two of these women thought they had "misplaced" the wallet
at home and had never reported it.

Some hints for supermarket shopping:

1. Never set your pocketbook on a shopping cart not even for a minute! Keep it on your
arm and have the pocketbook closed.

2. If you do lose a pocketbook or wallet in a supermarket, report it at once. Ask the store
personnel to help you try and find it. A supermarket robber, in order to avoid keeping
incriminating evidence, will remove the cash, and also perhaps the credit cards and driver's
license and then discard the wallet.

3. If you lose your pocketbook and it contains keys to your house and identification such
as driver's license, change the locks on your home and car. Hardware stores will have new
locks or some locksmiths can reset some locks and recut new keys. Car dealers will have
lock changes for cars.

4. While paying for your groceries, only remove the amount of money needed. Don't
"flash" a lot of money. Better still, pay by check.

5. After paying for groceries, stay with them until you place them in the car. Don't leave
the cart parked by the store while you walk down to get the car. Take the cart with you or
arrange to have someone watch your cart.

6. Watch while your groceries are being bagged and make sure all bags are placed in your
cart. Sometimes several orders are being bagged and the previous customer may take your
bag too.

7. Lock your car after placing groceries in the car. Then, return the cart after checking to
make sure you have removed all items, including the heavy items stored underneath.

HAVE A SAFE SHOPPING TRIP!!

1Gi
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Each year, many worthy charitable organizations request donations. But, bogus charities
and dishonest solicitors swindle millions of dollars. In some cases only a small portion of the
donation actually is received by needy individuals.

Some hints to reduce charity fraud:

1. Ask for the name of the charity and the name of the solicitor.

2. Find out the address of the organization and if they are registered as a charitable
organization in Pennsylvania. Call the Commission on Charitable Organizations to check
on the charity - (717)-783-1720.

3. Beware if the solicitor cannot give you the name and address of the charity or can not tell
you how the money will be used.

4. If you have never heard of the charity or the name is similar to one you do know, ask to
see some identification.

5. If the solicitor refuses to accept check and insists on cash only, or if you are told to give
a large specific sum, do not donate the money.

6. Do not let any unknown solicitor into your house for Anx reason.

7. If you become suspicious of a charity representative who telephones to ask for
donations, hang up.

8. Report any unusual behavior or requests by a solicitor to your local police immediately,
especially if the charity claims to be soliciting for the law enforcement agency in your town.
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Stay alert when driving. Don't assume you are protected from crime because you are in a
car. Recently, women have reported being harassed by other motorists who were trying to stop
their car. Other women reported having problems with people asking for a ride.

Some crime prevention tips to help make driving safer:

1. Don't travel alone at night when you are low on gas or having car trouble.

2. Keep all doors locked and windows rolled up especially when driving in cities or in
unfamiliar areas.

3. Don't leave valuables such as wrapped packages or cassette tapes in plain sight in a
locked car. Lock them in the trunk.

4. Park in lots that offer good security, are well lit and close to your destination. If you
must leave a key with a parking attendant, leave only the ignition key.

5. Don't leave gasoline credit cards or car registration in the glove compartment. Never
leave coins and bills in compartments in plain sight. Carry these with you.

6. If your car breaks down, get off the road far enough so you won't be hit by oncoming
traffic. Turn on emergency flashers and tie a handkerchief on the door handle. Lock all
doors, raise windows and wait for police or other reliable assistance.

7. Carry two sets of car keys with your at all times in case you accidentally lock one set in
the car.

HAVE A SAFE TRIP!!
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Children often become restless while traveling in a car. Often they may cry or become
noisy which can distract the driver. All children under the age of 4 years must be securely belted in
a car seat. Children weighing under 20 pounds must sit facing the rear of the car.

Some tips for safer driving:

1. Teach children that they must be buckled in the car seat at all times. Stop often especially
with young infants to feed them and to check for soiled diapers.

2. Provide toys or snacks that the children can enjoy while driving. This can help keep
them quiet. Talk or sing to the children while driving. If your car has a cassette tape, use
children's stories or songs while driving to help entertain the children.

3. Never leave a child in a car, not even for a minute! Always take the child out of the car
when you leave. Children have gotten out of car seats and moved gear shifts or started
vehicles which resulted in accidents and injuries. Hot temperatures in closed cars can also
cause serious danger.

4. Never attempt to discipline a child while you are driving. If a child misbehaves, pull
over and park. Then, deal with the child's problem. Reaching over to stop a quarrel or to
replace a lost bottle can result in an accident when your attention is drawn away from
driving.

5. If a child refuses to remain in the car seat while driving, do not permit the child to roam
free in the car. Serious injuries can result from a sudden stop. Instead, stop the car and try
to find out the reason for the child's refusal to remain in the seat.

6. Keep the temperature comfortable, not too hot or too cold when traveling with young
children. If they become too hot, remove a coat or hat. Cover vinyl car seats with terry
towels to reduce sweating in hot weather. Shade the child from the glaring sun by using
blankets or pull down screens in hot weather.

7. Help an older child to choose appropriate toys such as soft stuffed toys or books, etc. to
play with while you are driving.

HAVE A SAFE TRIP.
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Many men when going shopping place their wallets or checkbooks in their back pockets.
Still others place their checkbooks in the top shirt pocket. Parents pushing baby strollers hang
pocketbooks and jackets on the stroller handles. These habits can result in the loss of checkbooks,
wallets and pocketbooks.

Some hints for safer shopping:

1. Never place a wallet or checkbook in the rear pocket, even if the pocket has a button
closing. Wallets and checkbooks should be kept in the inside pocket of a jacket . If a jacket is not
worn, carry money or a few checks in the front pants pockets.

2. Carry currency securely held together with a clip in the front pockets. Change should be
kept in a small change container. Separate the currency and coins in different pockets to prevent the
loss of currency while searching for a coin.

3. If a checkbook must be carried and doesn't fit in existing pockets, try using a large belt
pouch that can be slipped onto your belt and secured to your waist.

4. Carry car keys in pockets when possible. This prevents accidentally locking a
pocketbook in the car containing the car keys.

5. When bringing young children to the mall, do not let them run unattended. Watch
children at all times to prevent accidents and protect the child from suspicious persons. Check
before leaving a store to make sure a young child has not picked up merchandise that you have not
paid for.

6. Teach children that merchandise must be paid for before using. This includes "sampling"
candy from open display cases. Children need to know that using merchandise or eating candy
without paying first can be considered-shoplifting. Shoplifting is a crime. Parents can be charged
also if their children are caught shoplifting.

7. Watch young children riding in a shopping cart or stroller. Do not leave them
unattended. A child can stand up and fall or pull items down from a high shelf that can cause
injuries.

HAVE A SAFE SHOPPING TRIP!
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lS Aw Dame:gr® 2

On VmexClion

Many vacations are upset when personal belongings are stolen from cars, motel rooms, or
when you arrive home to find your hot= has been burglarized.

Some hints to reduce the likelihood of theft:

1. Install automatic timers in the bathroom and on another light. Have a clock radio play
music in the evening or the morning. Have a trusted friend or relative check your home frequently.

2. Turn down telephone bell or chime to prevent an unanswered telephone from alerting
someone that there is no one at home.

3. Do not leave cameras or money in the motel or hotel room unattended. Maids often leave
the room doors open and unattended while they make the beds when you are away.

4. Bring only the items you will need on the trip. Lock all cameras, souvenirs and other
valuables in the car trunk away from sight.

5. Pick up luggage quickly at airports and bus stops and personalize your luggage to make
identification easier. Use stickers or other means to personalize your luggage.

6. Do not bring large amounts of cash to the beach. Never hide wallets in shoes or under
towels. Instead, wear a pouch on your waist if you must carry money. Bring a spare car key to
prevent locking yourself out of your.car.

7. Park car in lighted lots and nearest your room when staying in motels. When stopping
late at night in roadside rest areas, always lock the car. Lock your pocketbook in the trunk if you
do not want to carry it with you.

HAVE A SAFE VA%2ATION!
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Time Management Worksheet I

List each short term goal. Then place the goals in the order of importance or priority. If you can
tell, write down the amount of time needed to complete goal.

Priority Amount of
Short Term Goals (6 months to one year) Time

#

#
#
#

Long Term Goals (over one year to complete)

#
#
#
#
#
#

Example: A short term goal would be to learn to drive. You know the class will take 7 months to
complete. Three months are required for classroom instruction which meets once per week and
three months are required for the on-road training. The remaining one month is to be spent
practicing for the driving test.

Order of importance:
1) Classroom instruction 3 months
2) Practice for permit test 2 weeks
3) On the road instruction 3 months
4) Practice for driving test 2 weeks

If you start in June, when can you expect to have your license?

i'c'k., i
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Time Management Worksheet II

Look over your diary and evaluate time spent using the following categories:

Preparing for work: [includes: showers, ironing work clothing, making additional lunches]

Work day : [includes: time spent at the job and transportation to and from work. Also
any overtime at job.]

Cleaning house: [includes: vacuuming, dusting, making beds, doing laundry, straightening
up rooms by putting things away dishes, clothing and personal items]

Shopping: [includes: clothing and food shopping for yourself and family]

Child care: [includes: bathing, feeding (if separate from family mealtimes) playtime,
dressing and transportation time to and from daycare and school]

Hobbies: [includes: reading, crafts, games, television watching and activities you do
for fun, visiting, talking on telephone with friend and relatives.]

Sleeping and [includes: personal hygiene, exercise, relaxation time, and sleeping.
Self care: Dressing and repair of personal clothing.]

Other categories: [list the category and amount of time needed.
Example: education: classes at vo-tech school. 2 hours]

After putting all the time spent in categories, add up the total time spent in each category.

Go on to Time Management Worksheet HI.

C
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Time Management Worksheet III

Answer the following questions:

1. How much time did you spend in each category?

Work day hours per day or week.

Cleaning house hours per day or week.

Shopping hours per day or week.

Child Care hours per day or week.

Hobbies hours per day or week.

Other categories
hours per day or week.
hours per day or week.
hours per day or week.

2. In what categories did you spend the most time?

3. Why do you think you spend so much time in that category?

4. List all the things that you do that are time wasters in each category.

5. Are there somethings you could do to better use your time in that category?

6. Set a new schedule for yourself to, complete all the responsibilities of your day. Try and stick to
it. At the end of one week, review how well you succeeded in staying on schedule. Are there
somethings you would change. If so, what are they? If you succeeded in staying on schedule, give
yourself a reward. This should be a treat of something you would like to do just for you.
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6 months 1 year

rolls from sits without
stomach to back support

reaches for toy pulls to stand

transfers toy crawls on all
from one hand to fours
other

looks for noise
made nearby

makes sounds for
specific reasons
[hunger, wet]

helps hold bottle
while drinking

plays with toes

pats mirror image

puts everything
in mouth.
follows toys when
held in front of
eyes and moved

understands the
meaning of NO
and BYE-BYE

repeats sounds
made by others

feeds self with
cookies or
crackers [not
very neat]
waves bye-bye

shy with people
who are
unfamiliar

turns pages of
a book or magazine
more than one at
a time.

Child Development
What ages will your child do some things?

2 years

walks well

carries toy
while walking

speaks several words runs easily
which can be under-
stood and are
meaningful.

refers to self by
name

3 years

goes up steps, two
feet on one step.

walks on tiptoes

recognizes self in
mirror.

feeds self with
spoon [not
very neat]

occupies self in
play

plays with an
adult [rolls balll

shows eyes, nose
foot when asked.

unwraps candy

names objects such
as toys and food

speaks in three word
sentences, "Me go

home."

pulls off sock as
part of undressing

4 years

walks up steps one
foot for each step

picks up small
objects with ease.

unbuttons buttons

tells stories

speaks in complete
sentences. "I want
a drink of juice."

dresses self.

feeds self well.

shows interest in TV gets along with
and radio other children

5 yea

hops a
one fo

march

catche
hands

speak:
can be
by oth
famil)
brush(

cares
needs

direct
get the
throw

recog

helps adults by putting imitates adults
away toys and clothes doing simple
when told. tasks
recites nursery copies a circle recog
rhymes (Mary had matches some
a little lamb) object and colors count
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"Ages and Stages of Expected Behavior of A Pre School Child."

The Early Months Birth to 8 months:
Newborns recognize the human face and sound. They can recognize the principal caregiver at about 3 week of age.
Smiling and cooing are the beginnings of communication. Anticipated being lifted and moves body to assist. Seeks
out adults for play. Sucks on fingers or hands. Places hand up as an object comes close to face to protect self. Reaches
for toys. Distinguishes friends from strangers. Puts hand or object in mouth. Begins reaching toward interesting
objects. Grasps, releases, regrasps, and releases object again. Lifts head, holds head up. Sits up without support.
rolls over. Transfers and manipulates objects with hands. Crawls.

Crawlers and Walkers 8 to 18 months:
Acts upset around strangers. Likes to explore object. Trys to have other people do things for him/her. Interested in
other children. Shows attention to adult language. Knows own name. Smiles or plays with self in mirror. Uses Me,
You, I. Identifies finger, or nose or foot on request. Sits well in chairs. Pulls self up standing by holding onto furniture.
Throws objects. Walks when led. Walks alone. Uses marker on paper. Stoops, trots, can walk backward a few steps.

Toddlers and 2 year Olds 18 months to 3 years:
Begins to recognize others have rights and priviledges. Will cooperate. Enjoys small group activities. Says "No" to
adult requests.Scribbles with marker or crayon. Walks up and down stairs. Can jump off one step. Stands on one foot.
Draws a circle.Handles scissors. Kicks a ball. Explores everything. Uses names of self and others. Capable of self

evaluation such as good, bad, pretty, ugly. Aware of feelings of others.

17'
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Check List of Problems I Am Having With My Child.

Talks back to parents or other adults.

Will not do to bed on time.

Keeps room too messy.

Repeatedly hits siblings or other children

Wets the bed.

Pouts most of the time.

Whines when asked to do things.

Eats improperly at the table.

Will not do assigned chores

Argues when told to do something

Forgets when told to do something

Lies

Cries when he doesn't get his/her way

Tries to avoid going to school

Plays with matches and sets fires

Teases pets

Does not come home en time.

Does not pick up after self.

Steals

Will not pay attention when told to do something.

Starts fights or arguments with others

Will not play with other children

Always telling others what to do

Makes too much noise

Will not get out of bed on time

Breaks toys and other objects. 174
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My Discipline Practices

Put an X in the blanks that apply to you.

The way I usually discipline my child is:

Yell and scream

Explain reasons calmly

Remove privileges

Shame my child

Show disapproval

Ignore behavior

Scold

Isolate

Spank

Let the child suffer the consequences

Threaten, but don't follow through on the threats

Distract
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Assertive Discipline For Parents:

An Overview

The following are some brief points about assertive discipline practices.

1. Effective parents:
Are in charge.
Are the bosses at home; run the house (and back up threats with actions.)
Provide discipline when necessary.

2. Effective parents have skills:
Clearly state to the children what is wanted.
Back up the requests with disciplinary actions if the children do not do as requested.
Praise and support positive behavior when children behave as requested.

3. Parents who do not have skills react to children's misbehavior:
They are non-assertive. Do not clearly or firmly state what they want. Usually the parents

beg, plead, promise rewards, etc., to have the child behave.
They are hostile. Respond in a manner that verbally or physically abuses the children by

screaming, hitting etc.

4. Children who argue receive the following reactions:
Non-assertive parent makes threats rather than giving choices to the child.

The child is in control and the parents beg for required behavior.
Assertive parent continually repeats the same request using the "broken record" routine

until child does what is requested. Applies rules to situations.

5. What stops some parents from being assertive with children:
The child learns to control the parents emotionally by

using feelings of guilt, "I don't love you"; confrontation/anger "I don't care."

6. Parent needs to learn to anticipate the problems. He/She should know how a child will react
when disciplined. Parent must stand firmly, do not give in to child. Be consistent.

7. Implementing a discipline plan has several steps:
Development of the plan. What will happen when certain behaviors occur.
Decide what behaviors to change
Choose the disciplinary actions or consequences when certain behaviors occur.
Choose positive consequences when desired behaviors occur [praise and positive actions]
Share the plan with the child
Follow through consistently. If a particular consequence is planned, it must be
administered when the behavior occurs.

8. In dealing with school behavior the parent should express concern and support of child. The
parent must work with the school by meeting with the teacher to develop a plan of action
that includes what the school will do and what the parent will do when certain behaviors
occur.
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so

1. List three sources of credit:
a)
b)
c)

Using Credit

2. Explain in your own words what is interest?

3. What are two factors that affect the cost of using a credit card?
a)

b)

4. List two advantages to the consumer who uses credit.
a)

b)

5. List two disadvantages or dangers of using credit.
a)

6. What does it mean to have a "bad credit rating?" How could a bad credit rating affect you?
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Answer Sheet
Using Credit.

The following are the answers to the Using Credit exercise.

1. List three sources of credit.
a) credit card
b) bank
c) store

2. Explain in your own words what is interest.
Interest is the money you pay for borrowing the money from someone else. It is a fee.

3. What are two factors that affect the cost of using a credit card.
a) annual fee
b) interest rate

4. List two advantages to the consumer who uses credit.
a) taking advantage of sales, or the convenience of buying larger quantities or more
expensive items and extending the payments over a longer period of time.
b) safety of no having to carry cash. Establishing a good credit rating.

5. List two disadvantages or dangers of using credit.
a) danger of overspending. Risk of not being able to make the payments when due and
getting a bad credit rating.
b) paying too much in interest. Failure to make payments results in having the items taken
back or repossessed.

6. What does it mean to have a "bad credit rating?" How could a bad credit rating affect you?

When you do not pay your bills on time, the finance company, store, or other location of credit
contacts the credit bureau that maintains a file of how quickly you pay your bills. They place in
your file a slow pay or no pay record. This record remains in your file for a period of time.
Anytime you try to buy on credit, the seller can contact the credit bureau and find out how quickly
you paid your current bills. A bad credit rating could make it difficultfor you to get credit in the
future.
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Apartment Rental Worksheet
Factors To Consider When Choosing A Place To Rent.

1. What is the amount of rent?

2. What is included in the rent?
cable television
electricity
gas
heat
water
other (list)

3. Size of the apartment/house
How many bedrooms?
What size are the rooms?

4. Amount of security deposit required?
Is a lease required also?

5. List number of closets and other storage space.

6. Where are the laundry facilities located?

111 7. What safety features are included?
smoke alarm
chain lock
fire escape
deadbolt locks
locks on windows
outside lighting

8. Where would you or guests park? Is there a charge to park?

9. Noise from street; neighbors, or other apartments.

10. Is there cross-ventilation or air conditioning available?

11. What furnishings such as drapes or furniture or appliances are included? Check for refrigerator
and stove.

12. Location of apartment/house. What distance is it from work, shopping, friends, relatives and
other considerations?

13. What are the responsibilities of the tenant?
Example: mow lawn; shovel snow off sidewalks/driveway or apply skidproof materials
(salt, sand) when icy; trim shrubs, trees; replace outside lights when needed.

14. What size yard is available and can flowers or other plants be planted by tenants?

3 7.;
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Starting Utilities

After the house or apartment is selected, the next area to consider is the starting of utilities. Answer
the following questions about the utilities in the selected house or apartment.

1. What utilities are required?
Examples are: Electric, gas (bottled or city) oil or kerosene, water, cable television, and
telephone.

2. What is the name and address of each of these utilities?

3. Where would you go to start these utilities? Can you start utilities by telephone?

4. Is a security deposit required by any one of the utilities? If so, which utility? How much is the
deposit and when is the amount due?

5. Where is the location of the meter or tank for some utilities? Is a key required?

6. When will you be billed? What payment arrangements can you make?

7. What are your choices for the telephone company? (Example: buy a telephone, rent a telephone,
or other?)
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Grocery Comparison Shopping List

Select up to twelve items and list the names below. Decide what size package is needed. Then go to
three different grocery stores and look up prices for the same product in each store. Place the
answers in the blanks below.

Product Package Size

1. Milk 1 gallon

2. Eggs 1 dozen large

3. Ground Beef 1 pound

4. Peanut Butter 12 ounces

5.

6.

7.

8.

9.

10.

11.

12.

Grocery Stores Prices
Store #1 #2 #3

/81
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Used Car Check List

Use the following questions as a check list when selecting a used car to buy.

1. What is the overall condition of th'e car?
a) Do you think the car has been well cared for?
b) Are there noticeable problems, signs of wear, or damage?

2. Describe the condition of the tires. How much tread is left?

3. Is there evidence of previous body work?

4. Do the numbers on the odometer line up properly?

5. Does the mileage indicated match your observations about the car's condition?
a) Do the brake and accelerator pedal show a lot of wear with very low mileage?
b) Is the upholstery worn and stained?

6. If the car is being sold by the owner, ask why is it being sold? Did the owner tell you of any
repairs required by the car?

7.Did you test drive the car? What things did you notice?

8. Does the car start easily?

9. Do the brakes seem to be good?

10. Is the steering okay?

11. Are there unusual noises? If yes, what are they?

12. Does the car shift properly? If not can you explain?

13. Describe the color and clearness of the transmission fluid.

14. Are the front tires worn evenly? If not, describe the uneven wear.

15. Is there indication of front-end wear [looseness, vibration]

16. If the car is being sold by a dealer, was the previous owner local or was the car bought through
an auto auction? Can you tell what the trade-in value of the car might be?

17. What is the book value of the car. Check this out through your local public library or a bank by
using books which will give you a range of book values for this particular car.

18. If you are serious about purchasing this car, can you have it checked by a mechanic of your
choosing? If so, what does the mechanic say about the condition of the car.

19. Compare the asking price and the book value. How close are the two figures?

20. Ask to see the title. Is a lien-holder listed? If so, is it a local lending institution?
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Role Expectations

Use this exercise to further understand your ideas of your role and the limitations that may exist.

List as many items as you can in each of the statements.All persons answer 4 and 5.

i. Since I am a woman/man:

I am required to:

I am allowed to:

I am forbidden to:

2. If I were a woman/man:

I could:

I would:

I would not:

3. A part of me wants to:

4. The most important thing in life for a man is:

5. The most important thing in life for a woman is:
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Women and Non-Traditional Work

Barriers

Barriers inhibiting entry of women into non-traditional training and employment are complex and
inter-related.

Social/Cultural
Socialization to traditional female roles.
Unsupportive family and friends.
Negative attitudes of co-workers.
Lack of self-confidence and assertiveness.
Limited experience with tools and mechanical operations.

Educational and Training
Limited information provided about non-traditional options.
Females directed toward traditional classes.
Lack of support for sex equity efforts by instructors and other personnel.
Lack of prerequisite classes such as math and science.
Limited access to on-the-job training and apprenticeships.
Lack of support services-child care, transportation, counseling, etc.

On The Job
Discrimination in hiring, firing, promotion or layoffs on basis of sex, race, age, physical
build/ability.
Sexual harassment on-site
Isolation on the work-site
Lack of support from unions
Lack of support services

Sexual Harassment
Women in non-traditional jobs or training are at great risk of sexual harassment which is:
Unwelcome behaviors which can include teasing, jokes, remarks and questions, deliberate
touching, letters, telephone calls, materials of a sexual nature, pressure for sexual favors, sexual
assault.

Sexual harassment is against the law. Title VII of the 1964 Civil Rights Act has been interpreted
through the Equal Employment Opportunity Commission Guidelines of 1980 as prohibiting sexual
harassment.
Employers can be held liable for sexual harassment.
Women can take specific steps when faced with sexual harassment:
Tell the harasser to stop the offensive behavior
Document all incidents of harassment
Notify your supervisor, union representative, or other appropriate person of the harassment
Know your company policy on sexual harassment and folio .v its procedures
Consider filing a formal grievance or complaint if the above steps do not remedy the situation.
Stay on the job.
Find support from family, friends, or other groups to help you through this situation.

I
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Women and Men in the Paid Work Force.

The work force is changing. More non-traditional jobs are found in various occupations. Non-
traditional jobs are defined as those jobs in which 75% or more employed are same sex. This
means, a male nurse is in a non-traditional job due to the predominance of women in the nursing
field. On the other hand, women truck drivers and women carpenters, orelectricians are in non-
traditional jobs. What does this mean to you?

If you are a woman. consider these factors:
whether or not you marry or have children, you will probably need to work outside the

home for a large percentage of your life in order to support yourself, your children or to contribute
additional money to the family income. If you do not choose an occupation and receive training or
additional education, you may be limited to low-paying jobs that could have a high lay-off rate.

If you are a man. consider these factors.,
if you many, your wife may also need to work to help support the family. You may need

to assist by taking on many of the child care, housework, and cooking responsibilities.
Opportunities in job areas traditionally held by women may interest you and fit your needs.

Both men and women should consider these factors:

The traditional ideas of "woman's work" inside the home and "man's work" outside the
home (supporting the family) are no longer realistic. Both men and women n, w work outside the
home.

The traditional occupations held by men, or traditionally held by women arc changing.
Both men and women can do most jobs in the work force if they train and prepare for these jobs.

When considering various job opportunities consider the full range of occupations both
those that are traditional for your sex and those that are non-traditional. Careers should be selected
based on interests, abilities, and needs rather than sex stereotypes.

Investigate educational programs which can prepare you for careers that interest you.
Vocational education programs which are not traditional for your sex may be one way to prepare
you for a career.

It is your legal right to receive fair consideration for any job or training program for which
you are qualified; and although sex stereotyping and discrimination still exist in the work force and
in education programs, you can make a difference and help change this. The law is on your side.

1 E2
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Women and Men in the Paid Work For

The work force is changing. More non-traditional jobs are found in various occupations. Non-
traditional jobs are defined as those jobs in which 75% or more employed are same sex. This
means, a male nurse is in a non-traditional job due to the predominance of women in the nursing
field. On the other hand, women truck drivers and women carpenters, or electricians are in non-
traditional jobs. What does this mean to you?

If you are a woman. consider these factors:
whether or not you marry or have children, you will probably need to work outside the

home for a large percentage of your life in order to support yourself, your children or to contribute
additional money to the family income. If you do not choose an occupation and receive training or
additional education, you may be limited to low-paying jobs that could have a high lay-off rate.

If are a man. consider these factors:
if you marry, your wife may also need to work to help support the family You may need

to assist by taking on many of the child care, housework, and cooking responsibilities.
Opportunities in job areas traditionally held by women may interest you and fit your needs.

Both men and women should consider these factors:

The traditional ideas of "woman's work" inside the home and "man's work" outside the
home (supporting the family) are no longer realistic. Both men and women now work outside the
home.

The traditional occupations held by men, or traditionally held by women are changing.
Both men and women can do most jobs in the work force if they train and prepare for these jobs.

When considering various job opportunities consider the full range of occupations both
those that are traditional for your sex and those that are non-traditional. Careers should be selected
based on interests, abilities, and needs rather than sex stereotypes.

Investigate educational programs which can prepare you for careers that interest you.
Vocational education programs which are not traditional for your sex may be one way to prepare
you for a career.

It is your legal right to receive fair consideration for any job or training program-for which
you are qualified; and although sex stereotyping and discrimination still exist in the work force and
in education programs, you can make a difference and help change this. The law is on your side.
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Women and Men in the Paid Work Force.

The work force is changing. More non-traditional jobs are found in various occupations. Non-
traditional jobs are defined as those jobs in which 75% or more employed are same sex. This
means, a male nurse is in a non-traditional job due to the predominance of women in the nursing
field. On the other hand, women truck drivers and women carpenters, or electricians are in non-
traditional jobs. What does this mean to you?

If you are a woman. consider these factors:
whether or not you marry or have children, you will probably need to work outside the

home for a large percentage of your life in order to support yourself, your children or to contribute
additional money to the family income. If you do not choose an occupation and receive training or
additional education, you may be limited to low-paying jobs that could have a high lay-off rate.

If you are a man. consider these factors:
if you marry, your wife may also need to work to help support the family. You may need

to assist by taking on many of the child care, housework, and cooking responsibilities.
Opportunities in job areas traditionally held by women may interest you and fit your needs.

Both men and women should consider these factors:

The traditional ideas of "woman's work" inside the home and "man's work" outside the
home (supporting the family) are no longer realistic. Both men and women now work outside the
home.

The traditional occupations held by men, or traditionally held by women are changing.
Both men and women can do most jobs in the work force if they train and prepare for these jobs.

When considering various job opportunities consider the full range of occupations both
those that are traditional for your sex and those that are non-traditional. Careers should be selected
based on interests, abilities, and needs rather than sex stereotypes.

Investigate educational programs which can prepare you for careers that interest you.
Vocational education programs which are not traditional for your sex may be one way to prepare
you for a career.

It is your legal right to receive fair consideration for any job or training program for which
you are qualified; and although sex stereotyping and discrimination still exist in the work force and
in education programs, you can make a difference and help change this. The law is on your side.
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Changing Attitudes

Traditionally our workforce has divided jobs into "woman's work and man's work." Women's
work was associated with working in the home and rearing the children. When women worked
outside the home, the work has traditionally been in sales, teaching, nursing, secretarial and
clerical areas. Jobs have been low-paying with little chance for advancement and status, not to be
considered a lifetime career but merely "something to get by with."

Currently, many women are single parents and the sole support of several children. Limited child
support may be ordered by judges but collecting this amount is often difficult. Increasingly women
are looking for better paying jobs that suit their interests and abilities. For a woman to consider
non-tradijonal careers, she must first consider her own attitudes, values and opinion. For the
woman who is determined to "make it" in a non-traditional better paying field, a sense of
confidence and commitment must be a part of the decision. This may require achange in attitude.
Planning for change takes careful consideration.

11 Planning for Change:
What are the things that could interfere with the desire to make changes in our lives?

1) Habits
2) Lack of confidence in ourselves
3) Fear of the unknown
4) Our desire to conform to what is normal.
5) Seeing only what we want to see.
6) Lack of information
7) Lack of motivation
What are some other things you can think of?

21 Positive Motivators for Change:
What are the things that will encourage us to change?

1) Readiness to try something new.
2) Experience
3) Advancement, achievement, awards
4) Mcney
5) Wanting more out of life
What are some other things you can think of?

3) Negative Motivators for Change:
What are the things that rill force us to change?

1) Lack of money and the things money can buy.
2) Boredom, or a dull routine in a job.
3) Lay off from present job with no similar positions available.
What are some other things you can thing of?

I cf
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41 Decision Making About Change:
What steps should you consider when deciding about a change?

1) Identify the problem that may be causing you to consider a change is necessary.
a) Describe the problem in writing.

2) Define the problem:
a) what is the present situation?
b) what situatio:i would you like to see in the future?

3. Make two lists:
a) the factors that would help you change.
b) the factors that prevent you from change.

4. Compare the two lists.
Could any factors that would help you change also overcome some factors that would
prevent you from change?

For example: a factor for change would be a lay off from your company that
involved your job. A factor that might prevent you from change is that you

expect to be called back in the future.
a) Decide which is the more important factor to you:

1)being given the opportunity to find another job that could be a higher salary
2)waiting to be called back to your old job.

5. Determine the most promising action step you could take:
a) Is it better to change at this time?
b) What resources are available to you?
c) What are the advantages of change
d) What are the disadvantages of change.

6. Review the information and make your decision. Write down your decision and the
reasons why you think it is the correct solution.
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#37
Tokenism

Tokenism is the presence of a single outsider in a group of people, the majority of which are all
similar to each other but different from the outsider. For example: on a job where there is one
woman in a group of all men. The problems arise, not because the person is so different from the
rest of the group, but rather because there are greater numbers who are the same and fewer
numbers who are different. This creates an imbalance because the newcomer does not share the
group's attitude and personality. For example: You like to smoke a cigarette after eating. When you
begin your new job, you discover that you are the only smoker in the group. You have some
choices: you can stay different from the group by continuing to smoke which may cause some
problems; or you can stop smoking and accept the anti-smoking attitude of the group which may
make you more acceptable to them.

In any group, the newcomer is subjected to a period of testing to see ifhe/she will "measure up."
The testing period can focus on such things as the newcomer's job skills, personality, or ability to
quickly adapt to the rest of the group. The passage of time usually erases the newcomer status of a
person in a group. There is however, an exception to that. If the newcomer is a woman entering a
male dominated group, she will retain the "outsider" label for longer periods of time. Some women
can become more like the men in the group (sharing their knowledge and group customs) and in
time the continued contact and increased familiarity can reduce the men's concerns over her being
"different."

There are three areas that must be overcome for the token woman:

Visibility: Since she is the only one of her kind, everything she does and says becomes
public information. She is seen as representing all women. The men in the group will compare her
to other women they may know, sometimes favorably, sometimes unfavorably. Any problems the
token woman has are usually blamed on her "being a woman" rather than being a newcomer. She
must perform her job perfectly because every mistake will be magnified. Women will adapt to this
situation in various ways. Some will do their jobs well, but try to stay invisible and out of sight.
Other women may flaunt their performances outperforming male co-workers. An alternative is to
concentrate as fully as she can on the job at hand and try to ignore the interpersonal areas.

Contrast The presence of a woman can cause men to become self-conscious about
themselves. Men may display more masculine prowess, aggression, and discuss sports, drinking
and sex or other subjects that would exclude the token woman. Language and jokes may be
followed by comments such as: "Excuse my "French" or "Careful, we can't say things like that
any more." The woman becomes the interrupter, the cause of distraction and the reason to not use
certain jokes or language. Women can be forced into demonstrating their loyalty to the male group
by turning against other women. This is seen when the men make comments about other women,
or play pranks and the token woman is expected to "go along with the treatment" against the other
women. Failure to do so will lead to social isolation for the token woman. Some women respond
to the contrast problems by becoming like the men: going fishing, going drinking with the guys
etc. in order to avoid isolation. This creates isolation for her from other women. An alternative is
for her to do the job to the best of her ability and to wait . Over time, the men will become less self-
conscious and accept the woman for her job-related skills.

1
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#37 page 2 Tokenism

The third area that needs to be overcome by the token woman is:

Role Distortions: Characteristics of the woman are distorted to fit into a stereotype or
image. There are four basic images in which the token woman may be placed.

1) mother type: she is seen as the person to which to tell your troubles. The
women in this role is rewarded for service, but not her work. She must "take care of the male co-
workers but not criticize. She may also be expected to "cover up" mistakes without comment.

2) Seductress: she is seen as a flirt, even if she is only being overly friendly. Her attempts
at friendship are seen as having sexual overtones which creates jealousy towards her. If she
develops a friendship toward one man, she is resented. In some cases a man who has high status
in the group or company becomes her "protector" by preventing others from criticizing her work.
This creates resentment towards him because people wonder "what favors he is getting." She is
resented because she has an unfair advantage due to her friendship with this "protector."

3) The Pet (or Kid Sister): she is seen as cute, amusing, funny, a mascot, a cheerleader for
the displays of masculine prowess. She is aot seen as capable and any accomplishments are
usually a cause for much praise and being fussed over. This role encourages immature behavior in
the woman and prevents her true competence from being seen.

4) The Women's Libber or Iron Maiden: she is seen as not wanting to be cast into any of
the first three images. She may insist on being treated as an equal, a tough person, and may be
considered "sexless." The woman in this role is viewed with suspicion and is treated with elaborate
shows of politeness. Men will be friendly towards her but in fact will isolate her.

In those skilled trades where the male dominance is at its strongest, there are other expressions of
tokenism towards woman. The following situations are common:

She may get the heaviest, dirtiest, most unpleasant, boring or meaningless tasks to do.
She may not get the instructions or information she needs to do her job properly, with the

result that she performs it poorly and is left to face the consequences.
Her machinery or tools may be sabotaged.
Impossibly high standards may be set for her as conditions for approval and acceptance or

for performance and raises.
There may be a double standard for penalizing her mistakes.

Some suggestions for women entering a macho trade are as follows:
be pleasant but not too friendly.
don't go "drinking with the boys" or use vulgar language.
aim for the midpoint between sexy and sexless.
watch the type of clothing that is worn. It should be neither sexy nor masculine.
don't try to over achieve and call attention to yourself, nor hide your abilities.
do your job and be patient about becoming accepted as part of the group.
"be yourself' and let those around you make an adjustment in their attitudes if needed.
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#38
Non-Traditional Job Bias
Questions for Discussion

Have guest speakers discuss how they would answer these questions. Then, decide for yourself
how you would answer these comments about a job you really wanted.

1. Why do you want to work in this job?

2. This job really isn't for someone like you because it's dirty, smelly, noisy etc.

3. This job really isn't for someone like you because it's more suited for a woman who can type
and answer phones.

4. My customers will complain if they have to have you here.

5. You wouldn't feel right in this job working in a man's/woman's job.

!-12
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Business Plan Worksheet

Use the following questions as a guide. On a separate sheet of paper answer each question as
completely as possible. Review your answers with your instructor or other knowledgeable person.

1. What business do you want to start?

2. Why do you want to start this business?

3. How much experience have you had operating this business?

4. Where will the business be located. What will be the hours?

5. Will this business meet the township zoning requirements?

6. Have you checked with Labor and Industry in Harrisburg to determine what laws you must
follow? If so, what must you do?

7. How much money will you need to start this business?

8. Fill out a financial plan for your business. Include: estimated start up expenses, and estimated
income.

9. Discuss how you will find customers.

10. What would a typical customer be like? Give age, location, and how and why you know this
information.

11. What insurance is needed by your business?

12. What problems could occur, and how would you deal with these problems?

13. Do you have any partners or investors? If so who are they and why are they interested in this
business?

14. Could you really make enough money to support yourself using this business?

15. Will you actually start this business?
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